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RECOGNITION OF THE NEED FOR AN DliPlOYEE HANDOOOK 
Management ' s Responsibility To Its Own Pro gram 
As in everything else , there are fashions in management . One 
year interest will be centered on cost- cutting, the next year on organi-
zation planning and control , or on employee communications . There are 
spurts of interest in such things as market research , workmen's compen-
sation, the redesign of packages , production costs , control of overhead , 
training, and reports to top management . 
In good part, of course, these shifts and changes reflect the 
changes occurring on a broader front , changes in general economic condi-
tions or new legislation, for example. But there is also a residue that 
can be laid to purely psychological causes to the whims of American man-
a gers themselves . 
No fr~e enterprise system can survive without a good supply of 
manager s who look to the future rather than the past. But it is given 
to no man to be perfect . So it is with this country ' s managers . In 
their eager ness to advance the frontiers of knowledge , to find new and 
better ways of doing things , they often neglect to use to its fullest 
extent the knowledge they already have. 
For example , we have known for a good many years the individ-
ual items which employees consider make up a "good job" . We have hear d 
almost to the point of weariness such strictures as, "Treat the employee 
like an individual", "Tell the empl oyees about changes before they oc-
cur", and the rest. These things are well known, not only to personnel 
managers , but to production men, sales managers, financial executives , 
and the rest. Everybody at least gives these principles lip service -
'but in how many companies is there a constant, continuing effort to 
practice them, day in and day out? 
It often seems that it is mostly in times of emergency that 
we take out the old tried and tested principles for re- examination and 
measure our programs a gainst them. When we are confronted with impos-
sible union demands, or perhaps with a strike with a serious drop in 
labor productivity, we stop and ask ourselves , '~at have we been doing 
vrrong? " , or 11What have we failed to do at all?" And then it is often 
too late to put out the fires started by our own neglect or prevention . 
For example, we now find companies hastily searching f or 
"Quickies" to sell their empl oyees on the value of benefit plans already 
in force, and the search is prompted by the current union demands . All 
too many companies who believe that the benefits they now provide are 
better than anything the unions have demanded or obtained are uncomfort-
ably aware that the employees do not share that belief - do not , in fact, 
know what the present benefits are . 
These benefit plans were presumably put in for a purpose or 
several purposes - and improvement of industrial relations undoubtedly 
was the major aim. But if most of the employees do not know what the 
plans provide or do not figure out what they will receive individually, 
there can be little effect on industrial relations . The plans , there-
fore, should have been sold and continually explained from the very be-
ginning, purely as a matter of return on investment even if there were 
no unions in the plants . 
The Effects of Specialization and Labor Or ganizations 
Business has become increasingly complicated and we tend to be-
6 
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come specialists in segments of the business operation . We become per-
sonnel managers, insurance managers , accountants, lawyers , financial 
advisors, engineers , chemiets, etc . Such specialization produces people 
•v:ho have a great deal of knowledge in their own spheres, and thus gen-
eral management depends upon them for the detail planning of business 
operations . This has increased the separation between top manaeement 
and the employees . The general manager no longer knows everyone in the 
plant by his first name . Just as business has become increasingly com-
pli.cated so has the employee - employer relationship . Where it was 
once a simple matter for an employer to talk to his employees, now, be-
cause of the large numbers of employees in our industries , it is diffi -
cult to get them together in one place . Other factors complicating the 
ease of communication between the employer and his employee are statu-
tory controls, labor unions, and the very fact that in gr-owing big 
.. 
management has grown away from the day to day personal problems of its 
employees , and so has l ost its informal touch. 
The organization of labor by unions has tended to further re-
duce the flexibility of management ' s personnel policies , and to require 
more formal treatment of everyday problems so that they will be a mat-
ter of record and can be used as guides to see that the decisions of 
management in labor relations are consistent. 
The trend has been to stress the employer ' s obligations and 
responsibilities to his employees, a nd for employees, old as well as 
new, to question their relationship with the company that employs them. 
Thus , we see that i n cddition to the natural tendancy on the 
part of management to neglect good programs , or the carrying out of the 
details of a good program until an emergency occurs, is also added the 
fact that in our complicated business setup of today the lines of com-
munication between the employer and his employees are much more complex 
then that of yesteryear, and if they are to work at all require constant 
attention . 
The Employee Handbook 
~e Employee Handbook is but one of the means of communication 
that management has at its command. It is only one of the tools to be 
used by management in its effort to keep the employees informed on the 
business in which they earn their living. 
out of the need for a plain statement of company policy af-
fecting employees grew the Employees Handbook or Manual. It is only 
distantly related to the old "Rules and Regulations" of two or three 
decades ago. Both present information concerning conditions of emplo~ 
ment, but there the resemblance ends. The old book of rules was large-
ly a series of prohibitions . It bristled with 1'must nots 11 and "shall 
nots 11 and "on-pain of dismissal" . The newer handbooks just as clearly 
indicate regulations that must be observed, but the emphasis is placed 
on enlightened cooperation rather than on blind fear. Primarily, the 
aim of the modern manual is to create better understanding between man-
agement and the employee. It gives employees a knowledge of the basic 
policies of the company, of its products, and of its history. It out-
lines what the company does for the comfort and wellbeing of its em-
ployees and what it expects in turn from them. 
A clearly and simply written employee handbook which contains 
the company ' s labor policies, rules, and regulations is extremely valu-
9 
able in building good human relations and eliminating the possibility of 
misunderstanding and inequitable dealings . 
\Vhen company policies are brought to the attention of the em-
ployees in a clear and accurate way , contentment is promoted among the 
working group. The employee handbook has proved to be a sound medium 
for transmitting information which speeds the adjustment of the new ~ 
ployee to his surroundings , and serves as a text book on many questions 
that arise in his mind throughout his service with the company. 
We Must Think Out Our Policies 
It often proves to be the point that the executives of a com-
pany honestly think that they are following a fair program which is to 
the mutual advantage of both the management and its employees . It is 
on trying to set down just what this program is that the difficulty 
arises and oftentime the executives make the discovery that perhaps 
this so-called program has been run at the convenience of management 
and not on the give and take equality basis that they have deluded them-
selves into thinking. The objective looking over of past decisions to 
see whether they have been consistent >rith the facts of each case rather 
than on the personality of the individual involved sometimes brings to 
light the fact that the company has unconsciously been unfair . Some af 
this review may, if taken seriously, endeavor the executive to under-
stand why in the past the employees have been not too enthusiastic about 
some of the company ' s programs or pronouncements . If this is the fact 
then the employee handbook, if put out on an honest basis, will go a 
long way towards restoring employee confidence in the integrity of the 
management . 
~~en asked by an associate to define the basic employment 
policies of his firm not orally but in writing, an executive said that 
he would do so the next evening - only to find that three or four hours 
of writing down and crossing out failed to produce anything worthwhile . 
After apoligizing to his friend, he promised to •vrite what was wanted 
during the coming weekend. He spent Saturday and Sunday at the j ob and 
on Monday was forced to confess that he could not do it . (1) 
Basically the problem of the employee handbook is limited to 
two factors : 
1. Recognition by management of why they wan'l; a handbook and 
what they expect it to accomplish . 
2. The mechanical details of how it should be printed, pack-
aged , presented, etc. 
Of the two the first is by far the most important . While it 
is true that the handbook must be attractive and in legible print if it 
is to get wide acceptance from a readability standpoint, these are the 
parts of the book that can be taken care of by a competent individual 
with some experience in presenting such material to the public. Most 
.. 
important is point number one which calls for a clear understanding on 
the part of management as to why they are publishing the handbook and 
just what they hope to have it accomplish . Top management must care-
fully decide that the policies it has set represents their complete 
views . What is published in the handbook will be accepted by the em-
ployees and the courts just as they would a contract . Before we can set 
(1) Harvard Business Review, September 1949, Human Relations in Modern 
Business , Robert Wood Johnson. 
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'tip an attractive handbook we must have thougpt out what we are going to 
say about the subjects we have decided to include . The main theme of 
employee handbooks is, of course, to inform the employees about the 
company and its manner of conducting its business . One of the real ad-
vantages of this process is having to look over the whole personnel 
policy and to decide on what you can and cannot say and what you want 
to say, and embarrassingly enough you usually find several things that 
you had better not publicize. v,'h.ile we hope the employees reap the ul-
timate in advantage from the booklet , I, for one, am sure that the com-
pany obtains a very tangible result at this stage of their thinkl.ng. 
It forces the executive group to do some of their employee thinking on 
concrete grounds of what they can say and are prepared to back up in a 
published form, vmich is a long step from the blithely offered verbal 
remark of , "Oh , we follow a policy of having the office door open and 
anyone at anytime can come in with their troubles". When you are put-
ting out a handbook this does not seem like much of a concrete or tang-
ible program to offer your employees who have been reading Union litera-
ture with its point for point specific demands on items of interest in 
the employer- employee relationship. 
Discovering the Need 
The desire for a handbook is usual ly br9ught about by the rec-
ognition of a definite need in the employee communication setup of the 
company for such a tool. The employee handbook is fundamentally a tool 
to be used to present to the employees the management - its personnel 
policies and its general attitude toward its employees . It is a welcome 
to the new employee and statement of policy to the older employee . 
11 
The President of the company may have found upon questioning 
that the employees did not have a clear understanding of company poli-
cies , and therefore he decided that the policies should be written out . 
Or perhaps one of the Vice- Presidents received a good looking employee 
handbook from another industrial firm , and it started him to ;vondering 
Why his concern did not have something like that to state their poli-
cies to the employees . 
The Personnel or Industrial relations department or the super-
visory force may find that in dealing with employees there does not srem 
to be a good understanding of rules and policies. Perhaps grievances 
arise through misunderstanding or plain ignorance of company rules and 
policies . The Industrial Relations department may find that the union 
through its contracts with the company give. employees a summary of the 
rules , but the non- union employees and union employees get nothing from 
the company to show that the company also has these same rules and poli-
cies and aids to the employee . As the need for such a booklet becomes 
apparent the problem is brought before top management . 
As we have just noted there are several ways that the i.dea of 
having such a booklet might originate and usually at this early stage 
it all sounds simple enougp . This paper is written partly to explain 
Why you have such a booklet and partly to point out the fact that as in 
many things that are easily stated the carrying out successfully of the 
idea is something that requires a great deal of thougnt, planning, and 
attention to technical details . For the decision to have the booklet 
while the first and most important step is not the only one . The other 
steps such as - what shall the contents be, who shall write it, pre-
12 
. sentation, objectives , etc ., are also important and t he job must be 
fol l owed cl osel y i n every step before we produce an end produc t that 
we c~i be proud of, and vmat is more important accomplishes the re-
sul t we had as our aim. 
Advantages of the Employee Handbook 
I t spells out company pol icy in a nutshel l . 
It provides an opportunity to explain company 
policies and regulations and to gi ve the 
reasons why. 
It tells the ~ployee vmere he is . 
It strengthens the hand of line super vision 
and foremen . The handbook vdll become their • 
guide for employee control and discipl i ne . 
I t orients the new vmrker more quickly along 
management lines . 
It beats the union or anti-management ele-
ments to the punch . 
It sets forth management ' s responsibiliti es, as 
well as obligations the ~mployee has to meet . 
Above all, it impresses employees with the fact 
that management pr ovides direction and sure-
footed leadership . 
It brings into sharp focus the need for a well 
formulated and clearl y expressed overall com-
pany policy . 
To provide employees vrith all the necessary 
infonnation about the company, its policies , 
procedures and pr actices . 
To identify all employees wi th the company and 
its management . 
To impress the employee with the mutual aspect 
of responsibiliti es and obligations . (l) 
(1) Practical Methods in Labor Relations, 
Page 14, November 1949. 
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DECISION 'ID HA. VE AN EMPLOYEE HANDIDOK 
Matter of cost 
The decision to have a handbook once the need has been recog-
nized involves considerations of how much of a handbook to have, and 
this hinges on the amount of money the company is willing to spend on 
its publication. It can just be a presentation of subject matter in an 
inexpensive manner or it can be attractively packaged with the idea of 
selling the handbook to the employees in an effort to make them in-
terested in reading it and proud to own it . These are qu~stions that 
can only be answered by each individual company. Their decision will 
hinge on how extensive a personnel program they have and whether the 
handbook will represent the main tool of the program or just be one of 
a group of personnel publications . 
Checking Employee Interest 
After top management has decided that ~ employee handbook 
would be of aid in the employee relations program it is often vnse to 
check directly with the employees to determine their interests. You 
can decide amongst the executives what you think the employees are in-
terested in, but the only sure way to determine their interests is to 
get their opinions. One way to get employee opinion is by use of a 
questionnaire asking them directly what are the subjects about the com-
pany upon which they would like more information. The questionnaire 
can ask this in a general way or it can list a group of questions and 
ask the employee to make a choice in order of their preference . The 
results of the questionnaire are often quite surprising to the execu-
ti-ve group. One example that comes to mind is illustrated by the 
, questionnaire below, which was issued by Cabot Carbon Company of Pampa; 
Texas to employees~ One of the executives in this company was quite 
sure that the employees wanted most of all more information on the fin-
ancial affairs of the company. As the results of the questionnaire 
show, out of 23 questions which the employees ranked in order of t heir 
interest the one on company finances was ranked 20th. 
REPORT 'ID EMPLOYEES ON QUESTIONNAIRE 
Covering All Southwestern Operations 
Here is how you voted: 
1 - with 236 votes - The things that affect my job security. 
2 - with 234 votes - Opportunities in the company for advancement. 
3 - with 162 votes - The diff erent products we make , who uses them, and 
what for . 
4 - with 152 votes - The responsibility of my supervisor in infoi~ing 
me of my job status - both my successes and 
failures. 
5 - vvith 150 votes - What competition do we face , now and in the fu-
ture . 
6 - with 141 votes - Our policy on seniority . 
7 - with 137 votes - The practice of promotion from within, for re-
sponsible jobs vs . hiring outsiders . 
8 -with 106 votes - Rates of pay as compared to our competitors . 
9 - with 104 votes - How our different products are made - (methods, 
processes , and machinery. ) 
10- with 97 votes - What are we doing to develop new and better 
products . 
11- with 75 votes Employee benefits (annuity plan, group insurance, 
vacations, etc.) 
12- with 74 votes - The merit rating system (or incentive plan at 
Cabot Shops .) 
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· 13- with 73 votes - Credit Union 
14 - with 68 votes - The responsi bility of my supervisor in instructing 
and training me . 
15 - with 60 votes - J .R.T. (Job Relations Training) vmich has been 
given to our foremen by Leroy Roden. 
16 - with 57 votes - Our gas supplies and gas contracts . 
17 - with 55 votes - What employee records the company keeps. 
18 - with 52 votes - Taft-Hartley Act and other Labor Laws . 
19 - with 42 votes - The way we handle grievances and discharges. 
20 - with 29 votes - The Company 's finances. 
21 - with 24 votes - Physical Examinations. 
22 - with 23 votes - The suggestion plan . 
23 - with 13 votes - The Cpmpany ' s tax burden . 
OBJECTIVES TO BE OBTAINED BY AN EMPIDYEE HANDBOOK 
Presenting the Company 
There are two kinds of employee manuals . One simply presents 
a statement of company policies . The other goes beyond that and at-
temps to do a selling job by increasing the respect of employees for 
their organization and by showing its place in the industrial picture. 
There does not seem to be much justification for the first type of 
manual. If a handbook is to be prepared, it seems reasonable to pro-
ceed on the basis that the company owes it to itself, as well as to its 
employees, to offer a complete statement of company sign~ficance and 
policies a full characterization. 
It would probably be agreed that the intention i s to provide 
in attractive and easily readable form the information it is beli eved 
an. employee should have to enable him to adjust himself quickly and in-
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telligently to his working surroundings . Opinions will naturally dif-
fer as to how this purpose can best be accomplished - what information 
should be included and how it should be presented . Is it to be mainly 
a friendly greeting to the new employee, or should it be in reality a 
handbook with as complete information as possible about all matters re-
garding the company in which an employee might reasonably be interested? 
Is it to provide the answers for almost any question that might occur to 
an employee about his job, or is it to give only "necessary" information , 
and encourage him to see further details from his supervisor or the per-
sonnel director? 
"This is a good place to work" is an underlying theme of the 
employee handbook. Usual ly i t tries to give the employee a picture of 
the company as a whole , so that he will not think of himself only in 
terms of his own job but will feel a part of -the entire company. It 
frequently tries too to state the company' s policie s as they affect em-
ployees . 
The employee handbook is written for all the employees of a 
company regardless of whether they work in the office or in the plant, 
or whether they work at headquarters, or in anyone of a number of scat-
tered locations . 
\'fuat the :&nployee Wants to Know 
An employee want s to know about the company and its organiza-
tion. This interest is directly related to his pocketbook because the 
success of business depends on the company' s leaders . The way these 
leaders function will make or mar the employee ' s own future . 
An employee wants to lmow his company' s history. It makes a 
17 
m~n feel proud to have a sense of unity with the past, and to feel a 
part of something that will project itself into the future . 
An employee wants to know about labor policies . Not the in-
formation he can review in his copy of the union contract . He wa.nts to 
know the why behind specific policies, and the reason for their being. 
The employee wants to know as much as he can be told about the com-
pa~y products, about the sources and kinds of raw materials , and the 
uses of end products . If a product Which he helps to make is an out-
standing performer, that employee takes a share in the glory. 
An employee wants to know company personnel, its produets , 
its finances , its outlook - because he depends on that company for his 
financial security. He wants to know so that he can feel a part of the 
whole, not just a functioning unit but a personal segment of the enter -
prise, no matter how big, far flung , or seemingly remote from his par-
t i cular interests . 
Grievance procedures and union education have led the em-
ployee to want to know the policy in detail. One executive ' s realis-
tic reaction is quoted : "I regret that it is necessary to have so many 
rules and regul ations insofar as employee relations are concerned, but 
it seems to be the t rend of the times . As has been pointed out the 
unions are using every scrap of available infor mation to persuade the 
employees that they would be better off with t he union than they would 
be without it .u (1) 
The employee handbook is basically a method of putting in 
writi ng a verbal understanding between the employees and the employer 
(1) Hugh Burdette , Cabot Carbon Company. 
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set~ing forth general working conditions . It s erves the purpose of edu- . 
eating the employees as to the conditions of anployment and provides him 
with a printed re.ference source . 
Personnel directors of companies which have been using tne em-
ployee handbooks for many years agree that the main objectives are : 
1 . To give an interesting picture of the company. 
2. To state company policies and set the tone of the 
relationship between the worker and the company. 
3. To g:i. ve thorougp and concise information on rules, 
regulations , benefits, and privileges . (1) 
An employee handbook for new employees can , of itself, effect 
no cures . Like other media of employer - employee communications, it is 
preventative medicine . Ten years a f§> these handbooks were cold, fo rbid-
ding rule books , clear in their implications that the plant was a sweat 
shop and that t h e boys had better toe the mark. Today even the label 
is changed, for today it is the "handbook" or "manual" . It is essen-
tially for the new employee, but it is also ~or the men older in com-
pany service who like to know what is going on arourrl the place . 
Simply put , an employee handbook is one of the first media of 
communications with the new employees . It tells him 'What the company 
is , what it makes , vmo its people are, what it looks like , how it is 
run , how it is doing and how it expects to do , what it offers employees 
and what it expects from them in return. 
An employee handbook is a training, indoctrination , and sell -
ing device . Its functions are to sell the employee on the desirability 
(1) How to Prepare and Publish an Employee Manual , Page 4, 
_ American Management Association . 
19 
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of-working for the particular management and on the management ' s em-
ployee benefits, if any; teach him a few facts and acquaint him with 
the company ' s policies; and act as a . reference book where the answers 
to most daily problems that crop up regularly. 
. METHOD AND TONE TO BE USED IN PRESENTING 'lliE MATERIAL 
Setting the Tone to Suit the Audience 
One of the first decisions to be made when planning an em-
ployee manual is the audience. Shall it be prepared for all the em-
ployees of a company or shall each plant have its own manual? Shall 
it be written for a special group of employees - the office workers, 
the plant workers, those in the field, supervisors, the veterans, the 
women? Shall it be addressed primarily to new employees or to all the 
employees of the group selected? The answer, of course, is an indi-
vidual one for each company. 
It can also be decided at the top level how we shall approach 
the employee through our handbook . Should it be dignified, simply a 
listing of rules, should it be friendly , chatty, should we lecture the 
employees or treat them as partners in a venture? Between the digni-
fied and rulebook approach and the friendly approach there are many de-
grees , and we must decide which course we will 'adopt . 
The tone should be friendly. Industry, which for many years 
has done a wonderful job of selling its products, is finally realizing 
that its employees also need to be sold on their company - its products, 
its value, and their value to the company as a member of the team . We 
do not lecture our customers - we make our packages interesting, eye 
_catching, appealing, and we slant our sales talk so that we are stress-
ing what they are to gain by doing business ;rith us . In bringing the 
·company and its policies to our employees we should use our successful 
sal es techniques . We have a product to be proud of - so we should make 
the most important member of the team, the employees, pr oud of it also . 
Too often they just do not know about it because we neglect to ir~orm 
them. 
The greatest change in the empl oyee information manual over 
the years has been from the rule book of musts and don •ts to the hand-
book emphasizing the advantages of working for the company . With this 
change has come a change in style from for mal , almost legalistic phrase-
ology, to a fr i endly informality. The styl e , of course, should conform 
to its audience - a group of young girls do not respond to the same ex-
pressions that meet the approval of a seasoned group of mechanics , nor 
are their interests the same . The discuss i on of hospitalization plans 
in the manuals where most employees are girls and in another manual 
where most of the employees are men with families, illustrates how the 
same subject may be treated to appeal to widely different interests . 
Under the title, 1~en the ambulance takes you for a ride, 
Kayser is r ig)lt by your side" , the Kayser manual says : 
"To help •rvfe & Company" when. the 11Doc" orders us to 
the hospital , Kayser gives us what is known as the 
Hospitalization and Surgical Benefi t Plan. The plan 
is absolutely free to every employee except the pres-
ident • • •• There is a booklet outlining the Hospitali-
zation Plan in detail • • • • Be sure to read the booklet 
carefully and note what \~NDERFUL protection you have 
against the day vmen the unexpected slaps you down •• 
You may be down but Kayser certainl y helps to get you 
up again • • As good as NEW11111 (1) 
(1)- Information Manual for Employees , Page 33 > Metropolitan Life 
Insurance Company 
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Under the title, "Hospitalization", the Chicago Milk Division 
of The Borden Company gives this more formal account : 
"Immediately upon starting to work every employee be-
comes eligible to subscribe to the plan insuring cer-
tain hospital facilities and service . The benefits 
are available for wives or husbands and unmarried 
children up to 19 years of a ge, who can be eligible 
for all benefits •vithout the necessity of a medical 
examination. These payments also can be arranged 
through payroll deduction . " 
(Booklets and literature explaining the plans in full 
will be f~nished by your manager or superintendent at 
the time of employment . 11) (l) 
Language to Be Used 
Handbook copy is oftentimes very heavy and academic . It 
shows the stresses of being wor ked over by too many people, each of 
whom appears to have sought a paragraph per page of his own unaltered 
authorship . Thus handbooks are needlessly burdened with detail . Copy 
should always be slanted to the employee who reads with the most diffi-
culty, who takes the most time to grasp a point. \Vhy? Because he 1s 
the guy you want to make sense to; if you can make him understand you, 
then you ' ll have no difficul ty in being understood by those a rung or 
so up the intellectual ladder . Thus , the best handbooks are heavily 
pictorialized - the cartoon, for example , is successfully used as a 
visual aid in many employee manuals because it gives a lift to the copy 
and cushions the impact of the sterner rules and regulations . 
The general style to be adopted in presenting information in 
an employee handbook is partly controlled by circumstances , but :Lt will 
also relfect the individual taste of the drafters . A handbook for the 
. (l) Information Manual for Employees, Page 33, Metropolitan Life 
Insurance Company. 
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working force comprising a con~iderable number of persons with limited 
education or with foreign backgrounds must be phrased very simply· and 
clearly, yet without seeming to talk down to the audience. Simplicity 
df statement is always necessary, however, no matter what the character 
of the working force, a handbook that is not understood is worthless . 
Clarity may be achieved in various ways . There is limitless 
scope for individuality and ingenuity of expression. Most handbooks 
examined are phrased in conventional style. This need not and does not 
mean that such a style must be prosy and uninteresting. On the con-
trary, some employee handbooks are excellent examples of a high t.ype of 
exposition - clear , direct, and vigorous . They tell their story simply 
and forcefully. Those who draft handbooks are naturally guided by the 
local circumstances of the company . 
This matter of style, or the manner in which the information 
is presented, is of considerable importance . It is common experience 
that a slight change in the way a thought is expressed can often make 
all the difference between rankling r esentment and willing cooperation. 
With this in mind some companies have devoted much care to achieving a 
straightforward method of expression - a sort of man to man statement 
that appeals to reason. The response of the employee is much more 
likely to be favorabl e when the emphasis is placed on explanation rath-
er than prohibition. 
Try to keep the language in the booklet simple - make it easy 
to read and understandable to t he average employees . Try to eliminate 
all technical phraseology. In other words, the author should keep in 
mip.d that the booklet is being published for the average employee with 
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a limited education . 
Be sincere, friendly and informative is the advice of person-
nel directors and other executives who have watched the effect of their 
own and other company handbooks . Handbook editors know just what their 
readership will be . Their problem is to adapt their presentation to 
this public . The following comments show the thinking of handbook com-
pilers on the matter of presentation: 
1. Be concise not curt . 
2. State rules as information or advice so far as 
possible. 
J . Avoid preachment and talking down to the em-
ployees . 
4. Avoid glo~ification of management in your at-
tempt to create an atmosphere of prestige for 
your company and its executives . 
5. Avoid matters of controversial nature . 
Many companies make it appear in their manual that the 
only thing in the world their president and executives think 
about is the welfare of their ~loyal workers u . 
6. Don•t overdraw your picture . (1) 
In the actual writing of the handbook it is imperative that 
the dry , gobbledygook, legalistic style be avoided and th-.t the copy 
be made readable . Observe the spare time reading habits of employees -
the books, magazines and newspapers they take with them to read en the 
way home. Without exception, these are popular , best- seller publica-
tions written for wide appeal. In newspapers, the comic and sports 
pages are the most popular. So , if an employee manual is to achieve a 
(1) How to Prepare and Publish an Employee Manual , Page 16, 
American Management Association. 
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readership at least comparabl e to that of the employee off-time reading, 
it must be written in a simil ar easy- to- see and enj oyable manner. 
That language can make a good deal of difference in the tone 
of a booklet, and that this will react on its readers, is demonstrated 
in part by the following criticism of a f irst draft copy of a suggested 
employee handbook . It is too big . There is too much material, it is 
too complicated for the empl oyee to digest at one t ime, and unless he is 
very interested he won 1 t go back for another time . The lower the~ level 
of intelligence the reader has the less material he will read . If it is 
not readable or if it is too difficult for the employee to read, it will 
miss its purpose, and I do not think we want to put a booklet out just 
to be able to say that we put out a l ist of rules whether or not the em-
ployees r ead them. 
The style is very stilted, very matter of fact, very cold and 
without illustrations - this booklet is not something the employees will 
take home to their families . 
The tone of the booklet puts the employee on the defensive 
when it is stressing rules, regulations , etc . , rather than welcow.ing 
him into the family group. 
The booklet has a tendancy to hold the new employee off at 
arms length, as much as to say, ~ere are the rules and the answers for 
everything, look it up, don 1t come and bother us 11 • We want the employ-
ees to come to us for explanations and interpretations so that we can 
educate him through our contacts with him, and show him that we really 
are not such bad fellows . 
Method of Presentation 
The method of presentation can do a great deal to get across 
our helpful and frierrlly tone . We can use color , drawings and pictures 
to illustrate things that are likely to be interesting to our employees, 
vlb.ich will help lig):lten up_ or explain the reading material . VIe can be 
careful of the page layout and see that it is attractive and not a for-
bidding mass of print , but spaced and broken up by section headings , 
etc. 
l.t would probably be agreed that the intention is to provide, 
in attractive, easily readable form, the information it is belie~ed an 
employee should have to enable him to adjust himself quickly and in-
telligentl y to his surroundings . Opinions will naturally differ as to 
how this purpose can best be accomplished - what information should be 
included and how it should be presented . 
Is it to be mainly a friendly greeting to the new employee, 
or should it be in reality a manual with as complete information as 
possible about all matters regarding the company in which an employee 
might reasonably be interested? Is it to provide the answer for al-
most any question that might occur to an employee about his job, or is 
it to give only necessa~ information and encourage him to seek fur-
ther details from his supervisor or the personnel director? 
Management must show that it can and intends to fulfill the 
employee ' s desires . Thus, the handbook must provide a clearcut pre-
sentation of all the job advantages the company offers . The answer to 
the question : How can the employee obtain all the advantages is 
. provided by the policies , rules arrl regulations . 
The handbook may be anything from a pretentious printed job to 
an unassuming mimeographed sheet. Naturally, the more thorough the job, 
the better it is produced, the more it will accomplish . Where the mimeo-
graphed handbook might be looked at once , then crumpled and thrown away, 
a handsome brochure is likely to be kept and referred to as probl ems and 
questions crop up . 
Six Points of Attitude in Presentation 
"Private enterprise is in danger of bungling its most fundamen-
tal job today , which is selling the company to its employees", so says 
H. E. Green in an article in the September 26th , 1947 edition of "Printers 
Ink11 • Mr . Green lists six points which management should follow in p~ -
senting its story to the employee. 
1. Be sincere . Management must honestly have the wel-
fare and s ecurity of its employees at heart. That 
sincerity must be reflected by all th.e company's 
executives in thought, action and printed word . 
False attitudes can be spotted quickly by the em-
ployees . The result is loss of faith in the com-
pany t hat is difficult to re- establish . 
2. Conduct employee r esearch. This is a must . How 
can friendly two-way communications be established 
unless management first uncovers the wants and de-
sires of employees, and then attempts to tell them 
what they desire to know. 
3. Put the company on record. A concern that commits 
its policies , procedures, benefits and services to 
writing and illustration usually knows what it is 
doing to achieve good employee - employer relations . 
4. Offer security to the employees . Assurance of con-
tinued employment, training and opport'U!lities for 
advancement, medical care, safety measures, insurance, 
pensions and bonuses, recreational programs . All of 
these services and benefits open up channels of com-
munication, and all of them demonstrate to the em-
ployee that the company considers him an asset . 
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5. Use advertising and sales departments more than 
ever . Examination of many types of employee 
communications , especially handbooks, reports 
and booklets, indicates that those most con-
cerned with selling the company and its products 
should have a greater voice in the preparation 
and presentation of employee materi al. 
6. Prepare communications material carefully and at-
tractively. This requires experience with writing, 
selling and production . Too often employee hand-
books and house organs, have failed to achieve 
their objectives becaus e they were lacki ng in sales-
manship, in skilful wording (in language the or-
dinary employee can understand) and in physical ap--
peal. 
The temptation to brag, or to deviate just a littl~l 
from the ?-bsolute truth of the ·wage set-up , es-
pecially when it comes to a discussion of advance-
ment opportunities is great. It should be put aside . 
There are few fools working in your plant today, and 
they are the only ones likely to be duped by state--
ments on advancement opportunities which conflict 
with the truth they can see about them . 
DEX:IDING WHAT .MATERIAL 'ID INCLUDE 
Business and Audi ence Are Two Limiting Factors 
A handbook written for the new employee will have fulfilled a 
major aim if it has helped him adjust himself to his job. But many 
handbooks have been written with the idea that they will be kept as 
reference books, and in some cases special features have been added 
to make them more valuable for future reference . An industry fr~~-
quently has a special language of its own which the new employee will 
have to learn before he is really at home . 
The general nature of the business is frequently a factor in 
determining the contents of the employee handbook. Banks and trust 
companies usually stress in their empl oyee manuals the functions of 
th.eir various working units so that the new employee will not feel lost. 
Department stores ordinaril y use their manual s to give detailed i.nstruc-
tions on the courteous treatment of customers, the appearance of sales 
people , and , so t he employees may find their way around , a directory or 
map of the store . Marshall Field & Company, in their handbook, 11You and 
Your Job" , show a first floor plan of the store and suggests that the 
new employee mar k the location of his section on the map , determine its 
relation to the r est of the f l oor , and mark the elevators and escala-
tors nearest his section . They also suggest that the employe e mark the 
location of his stockroom , supply room , and other sections to which he 
will need to go from time to time. 
The contents of empl oyee manuals vary as widely as their aims 
and audiences . Obviously, when m employee handbook is written for all 
employees of a company , regardless of work or location, it will contain 
only general facts that hold good for all locations. These facts 
usually include the story of the company, its products and policies , 
and the privileges and benefits available to its employees. Swift and 
Company, for example , in its h andbook for a l l its employees tries to 
answer the following questions : 
1. What are some of the more important advantages 
that employees of the company enjoy? 
2. What is my opportunity for advancement with 
Swift and Company? 
3 . Vlha t does Swift and Company expect of me? 
4. How is this company organized and what does 
i t do? 
5. When and how di d Swift get i ts start? 
In deciding what material to include in our handbook , we can 
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first make up a list of the subjects we have felt a need for in our ov1n 
experience. We ca n and should survey the booklets written by other 
companies to see what they have included . 
We may find that we wili want to emphasize or enlargen cer-
tain sections because of problems peculiar to our operations . vre may 
find that we are doing in one h.m.book what other companies do with 
several booklets . For example, some companies bri efly touch on such 
benefits as pensions , etc . , and refer to individual booklets on the 
various plans for further details . 
There are several good ways in which we can decide on what 
material to include. We can poll our supervisors and executives as to 
their ideas on what shoul d be covered, am we mi gpt even include em-
ployees in our questionnaire . Perhaps the simpl est v~y is to secure a 
group of handbooks that have been published and survey the field - it 
i s likely that the subjects covered by most of the companies will be 
t he ones that our employees will also be interested in. This listing 
can then be presented to our supervisory group, and they can suggest 
things that are not included but , which because of special emphasis 
in our setup, should be covered in our book. 
As has been indicated the list of subjects that are covered 
in ·most employe e handbooks do not differ much from one company to 
another. However, the weight given c ertain subjects , or the manner of 
their presentation, is something that must be decided by each indivi-
dual company. A typical statement of the viewpoint of one company of-
ficial based on his observance of what he considers important to stress 
·is offered by Hugh Burdette, Vice President and General Manager of 
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C~bot Carbon Company. 
"There are two items that I am not in favor of con-
densing to any great extent and they are, "Employee 
Retirement and Savings Plan" arx:l "Group Insurance 
Plan 11 • As you lmow, the company is now spending an 
important amount of money on these two items , and 
we are not going to get the full benefit of the 
plans unless the employees are fully educated as to 
just what credits they are receiving under these 
plans . As I have so often said, it is not how well 
the employees are being cared for, but rather how 
well they think t hey are being cared for insofar as 
employee relations are concerned ." 
Several Suggested Outlines 
A suggested general outline would include such items as : 
1 . Int roduction and message of welcome . Tell the employee 
that the manual is for him and tell him why you are giving it to him . 
Make him f eel welcome in your plant by writing in a friendly way . Be 
brief about it - a new employee , or an old one, isn ' t going to w..de 
through a tedious introduction. 
2. Company histor y . Highlights of the company's background 
are interesting to the new empl oyee . Give the reader the simple facts 
of the company' s origin. But boil it down , and don ' t give hiffi a high-
pressure talk about how g::>od the company is . 
3. Products. Tell him what you make and show him pictures . 
4. The plant itself . Show him in pictures what the plant 
looks like . 
5. Employee benefi ts . Tell the employee, without being pa-
ternalistic about it , what they are . 
6 . Employee activities . Broaden the employee ' s interest in 
the company as soon as you can by t elling him wha t he can join, what 
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teams he em play on. 
7. Rules and regulations . 
8. A friendly close. 
S0me employee handbooks, especially those prepared for office 
employees and for netail store employees, contain job instructions . 
Another sample outline of an employee handbook: 
For'\vard 
Brief, concise, straightforward statement of pur-
pose of handbook, a welcome to the new employee and 
perhaps a statement of the general principles of the 
company' s industrial relations or personnel policy. 
The Company -
Brief history of its organization and development; 
leading company products and their uses; present or-
ganization functions of departments, names and func-
tions of executive officers . 
What An Einployee Needs to Know About His Job -
Wage and salary policy. 
Hours of work. 
folicy in making promotions . 
Ways to prepare for promotion. 
Registering overtime . 
Overtime and premium rates . 
Holidays and holiday payment policy. 
Pay day. 
Suggestion plan. 
Patents. 
Personnel department and how it functions . 
Bulletin boards. 
Advantages Available to Employees -
Group life insurance. 
Group health insurance or Mutual benefit society. 
Retirement Annuity Plan. 
Vacations . 
Leaves of absence . 
Savings plan. 
Credit union. 
First aid . 
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Advantages Available to Employees (continued) -
Medical service . 
Hospitalization . 
Physical examinations . 
Cafeteria. 
Rest and recreation room . 
Library. 
Parking facilities . 
Employee publication. 
Veterans club and service· insignia . 
Employee Organizations -
Union . 
Athletic activitie s . 
Recreational associati ons . 
Social activities . 
Employee Responsibilities -
Identification badges . 
Attendance and punctuality. 
Safety observance . 
Safety equipment . 
Quality of work . 
Reporting a fire . 
Plant protection. 
Change of address . 
Notice of leaving. 
Reporting ~en absent . 
Package passes . 
Assignment of wages and garnishments . 
Smoking . 
General Information -
Social security deductions . 
Unemployment compensations . 
Company policy regarding military service . 
Grievance procedure . 
Reasons for discharge . 
Phone calls and personal visits . 
Use of intoxicants. 
Cameras . 
Reporting accidents . 
Workmen's compensation. 
National Qu&rd . 
Jury duty. 
Seniority. 
General Information (conti nued) 
First Aid treatment. (1) 
A Metropolitan Life Insurance report entitled, "Information 
.Manuals for Einployees", reports that : Only 1.5 subjects vrere discussed 
in half or more of the 130 information manuals . These subjects in or-
der of number of handbooks in m1ich they appeared follow: 
Subject 
Group insurance 
Safety 
Paid vacations 
History of company 
Hours of work 
Opportunities for promotion 
Recreation 
Pay period 
Absence 
Hospital care insurance 
Suggestion system 
Use of the telephone 
Holidays 
Time clocks and sheets 
Number of Handbooks 
99 
9.5 
94 
93 
88 
83 
80 
75 
7.5 
72 
72 
67 
6.5 
65 
If subjects included in at least 50 handbooks were added to this list, 
the following would be included: 
(1) 
( 2) 
Employee magazines 
Smoking 
Wage policies 
Bulletin boards 
Eating facilities 
Hiring policies and procedures 
Reporting changes of noune and address 
Solicitations 
First-aid room policy 
Lateness 
President ' s message 
64 
60 
f.{) 
57 
.56 
.5.5 
.55 
.52 
.so 
.50 
.so (2) 
Employee's Handbooks , Studies in Personnel Policy No . 4.5, National 
Industrial Conference Board , Page 15. 
Information Manuals for Employees , Metropolitan Life Insurance Co ., 
Page 16. 
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- A Metropolitan policyholders survey report of employees hand-
books lists the subjects which appear the most often : 
Group Insurance. 
Safety 
Paid vacations. 
History of the company. 
Hours of work . 
Opportunities for promotion . 
Recreation . 
Pay period . 
Absence . 
Hospital care insurance. 
Suggestion system. 
Use of telephone . 
Holidays. 
Times clocks and sheets . 
WHO WILL BE RESPONSIBLE FOR THE EMPIDYEE HANDIDOK 
---- -- - -- -- __ ___:: __ ~~--.;... 
Placing the Responsibility 
When an individua l or committee i s assigned the task of pre-
par ing or revising an employee han:ibook for a company, a review of what 
has been done along· these lines by other companies is helpful in formu-
lating ideas . An examinativn of other handbooks may suggest useful an-
gles of approach and guard against serious ommissions . Since there is a 
variety of possibilities, the purpos e of this study is not to present 
prevailing practice, but rather to show differences in practice . 
The ~ctual writing of the first draft should be done by the 
department heads involved who are most familiar with the operations to 
be described . Subsequently, copy should be edited by one gifted vrith 
the ability to write smoothly without being verbose . 
Vfuo is responsible for its preparation? Thirty ei@lt com-
panies +eported where the responsibility for the preparation of their 
employe e information manual was placed . A compilation of the replies 
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follows : 
Where Responsibility Placed 
Personnel and advertising (or 
public relation) department 
Personnel department 
Advertising or public relations 
department 
Personnel department and super-
visory force 
A committee 
Sales promotion manager 
Assistant director of Industrial 
and public relations 
Educational department 
Personnel depar tment and plant 
superintendent 
No . of Companie s 
9 
8 
4 
3 
2 
1 
1 
1 
1 (1) 
Because the attention to the details of writing the booklet 
is so important , one of the first things that should be done is to as-
sign the responsibility of the employee handbook to one indi vidual. He 
may not write any of it himself, but it will be his job to coordinate 
the work of the others, and to speed it through its many steps - to see 
that decisions are made and that pictures , sketches, illustrative mat-
erials, etc., are procured. 
The individual responsible for the booklet must understand 
thoroughly what the company wishes to accomplish with their employee 
handbook . For i t will be urrler his supervision that the tone of the 
(1) Information Manuals for Employees, Metropolitan Lif e Insurance 
Company, Page 6. 
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book is set . Either he will do the writing or he will be rewrit:ing 
various sections as they are submitted b,y the several department heads. 
The rewriting will put the sections together so that they will read 
smoothly and all contain the s.m1e general tone . The diagr.m1s, pictures, 
and other illustrative material must be selected with an eye t~ward the 
tone of the booklet . 
The responsibility includes also the work of coordi.nati ng dll'-
ferent viewpoints among the executives and diplomatically explaining why 
changes are l'JlOlde . At some point along the way a final script must be 
agreed upon, a-nd then there cannot be changes ro..ade except when a major 
policy change occurs. 
There is a caution light for the individual assigned to the 
chore of preparing an employee handbook, and this is it. The mar..ual 
of today shows certain symptons of going Park Avenue . Therash of color, 
the fancy binding, the expensive paper, combine to suggest that Kanage-
ment in some cases may be shooting over the heads of its people . The 
most lavish binding won 1t humanize copy, and a stuffy picture of a com-
pany ' s president is stuffy no matt er how costly the paper on which it 
~s printed . This doesn ' t mean that we shouldn ' t dress up our handbook, 
but that we must not think the glamorizing of it is the whole story. 
Ten Suggestions to Aid t he Writing 
The most difficult aspect of writing an employee manual is, 
of course, in laying down the law. But rules if tactfully presented 
can be made quite palatable and therefore effective. Here are some 
pointers well worth noting for the individual who has the assignment 
of preparing the employee handbook: 
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1 . Make the copy friendly. Vlhen you sit do;m to write t he 
rules, just say to yourself , "Now how would I want someone to explain 
the rules to me?" Of course, this does not mean that you should make 
no effort to impress the worker that discipline is important . Thtt this 
can best be accomplished through sincerity rather than intimidati on. 
2. Sprinkle lightly with humor. Don ' t make your rules sec-
tion look and sound like something from a comic strip , but k~ep it 
nicely balanced . Sufficient humor can often be i nterjected in the copy 
by sketches along the borders of each page . This method is generally 
preferred to the dubious use of humor in the text itself . If humor is 
used in the text, it must be cleverly handled or it is likely to boom-
erang. 
Another method of introducing humor - one often used 
with sketches - is t hat of employing droll or amusing captions through-
out the ha.ndbook. Such captions can be closely tied in with the 
sketches and thus achieve a continuity in the pattern. 
Too many funny sketches and captions will distract r ather 
than add t o the effect of the rules section. If you dress up the sec-
tion too much t he employees will never read the rules . 
3. Let department heads help you write the rules section . 
Perhaps there are rules you are over- emphasizing as far as the super-
visors are concerned; other which should be presented more forceftuly. 
The tendency in many handbooks, however , giving about the same weight 
to all rules , minor and otherwise , is as bad as reciting Shakespeare :in 
monotone . Also, there may be some rules for whiCh the disci pline is 
-r elativel y mild , but which are broken so often that the combined in-
fractions are serious . 
4. Let an expert in typography help you lay out the oook. A 
handbook should be prepared as carefully as an advertisement for your 
product . You want your employees to read it, so make it an eye catcher. 
5. Use color to break up your pages. Both border sketches 
and captions offer an opportunity to break up the pages with color. As 
a rule, the pages in most rul e books use color in such a way that one 
page will have two sketches or spots of color while the facing page will 
have but one . This method of handling the color spots does not chop up 
the text too much, yet there are no solid pages of type to bore t h e 
reader . 
A f ew oooks dispense entirely with colored c._rtoons and 
us e tint blocks - small patches of color instead - to either outl ine the 
pictures o! as a background for the captions and titles with the text 
and pictures . 
6. Revise your rules per iodically. The burden of discipli ne 
enforement usually falls on the shoul ders of supervisors and they should 
be given a chance to ke ep rules up to date. Periodic revision also gives 
supervisors a chance to air their problems, and when changes are made 
according to th eir needs , they f eel management is doing what it can to 
help them with the distasteful job of discipline enforcement . Dn-
ployees also will appreciate rules being realistically changed to meet 
current situations. 
7. Check your rules with other plants in the area. 
8. Dont • t talk down to your employees throu~ your i l lustra-
tions. · There are ways of being humor ous and dignified at the s.me time. 
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Use- a good artist and get something different. Be sure the artist sub-
mits roughs for your approval before making final drawings. Check to 
make sure that the drawings will scale down to the apace allotted them 
in your book. 
9. Make your handbook a handy size. It might seem better to 
make your dimensions pocket size, and this has been done , but you will 
either have to use very small type or a great m.my pages • . It is also 
ve ry difficult to produce an .attractive layout when using a small size 
page. Vworking in illustrations .effectively is almost out of the ques-
tion . 
10. There should be a statement of policy governing employee 
relations in the front of the book . It blueprints the long-range poli-
cy. 
REVIEW OF WHAT OTHER COMPANIES HAVE DONE IN THE FIELD 
In reviewing the booklets which have been published by busi-
ness firms over the past few years 7 ?ne is firs~ ~truck by the fact 
that there have been so many of them produced . The shortage of labor 
during the recent war period accentuated the personnel problems in the 
average industrial enterprise. Work forces were enlarged and the new 
people neither had any knowledge of the company nor the rules that went 
with the job. Because time was usually very short and valuable, such a 
short cut training device as the employee handbook which could quickly 
acquaint the new employees with the company, its rules, its policies, 
its history, products , and physical set- up became a valuable personnel 
tool.. The results obtained by the use of the employee handbooks were 
usually quite good , and the practice has Qontinued until today we f~nd 
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tha~ almost every company which has developed a personnel program has 
incltrled in it pl ans for a n employee handbook. 
Still another stimulus to the f urther use of employee hand-
books by iniustrial firms has been the incr eased power of the labor 
unions . As the unions have acquired more membership , an:i with the aid 
6f friendly l egislation become more powerful, they have also become more 
vocal not only around the employer 1 s plant but in political circles . 
The result has been a constant barrage of union anti- employer talk. The 
same kind of talk by many of our so - call ed liberals has helped to im-
plant in the minds of employees the idea that all business is extremel y 
profitable , that employers are out t o take advantage of their employees , 
am that empl oyers do not have any personnel policies or rules except 
those which they are forced into having by a third party , ru.unely the 
union. 
The employer in an attempt to fairly present his side of the 
picture has come to lean more on the employee handbook. The handbook 
gives the employer a chance to set for th his personnel policy in a 
clearcut manner, it gives him the opportunity to explain some of the 
historical background of the company and to explain its motives and 
its ii!lbitions for the future . 
The employee handbook i s only one of t he tools which the em-
ployer will be using in his attempt to keep a good line of communica-
tion open . 
There has been many employee handbooks issued over the past 
few years and while the general contents of most of the handbooks run 
along the same lines - that is , the subject matter is generally the same , 
there does not appear to be any one right way to do the job . The sub-
ject matter is treated for tone t o suit the physical makeup of the 
people employed in th e plant - subjects are either added to a particu-
lar booklet or left out to suit the need or aim of the employer who 
puts out the booklet . There doesn 1 t appear to be any such thing as one 
correct size, color , makeup or format , binding, type of print, etc . 
Booklets a r e also issued for such special us es as : 
A Manual for For emen 
Safety Bookl ets 
Group Insuranc e Booklets 
Pension Plan Booklets 
Time Study Booklets . 
Partial List of Employee Publications 
The manuals . used today differ so widely in format and content 
that it would be next to impossible to describe one as typical. Each 
is expected t o perform a particular function in a parti cular situation. 
It r efl ects the g~neral attitude of the management and the personalit,r 
and ideas of i ts f ramers . The ve~ diversity of these handbooks show a 
desire to give them individuali ty - to make ·each reflect t hat company ' s 
policy toward its employees, and to include in it the particular i nfor-
mation believed to be of interest and val ue to its own employees rather 
than t o follow slavishly any set fo rm . 
Over the past several years many mor e employee handbooks have 
been published than over the previous f ew years . '!his was brought about 
by two effects: 
1 . Mor e employees and problems of keeping them satisfied par-
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ticularly during the period when rep~cements were difficult to obtain. 
2. Increased profits making money available for this type of 
work. 
The follovr.ing list is indicative of the numbers of companies 
wno have published handbooks and the titles give an indication of the 
type of treatment given the subject. This is only a partial list: 
Title of Handbook 
Employees Handbook 
You and Your Company 
Your Job and the American 
Plan 
A Har.rlbook for Kodak Men and 
Women 
Partners in Rever e 
Personnel Policies Manual 
Welcome to Humble 
llfe at Frigidaire 
Vfuat rs In It For Me? 
About You and Your Job at 
Bakelite 
Working Together in Johns-
Manville 
You and Your Job at Electromet 
Einployees Handbook · 
You and Your Job 
Our Company 
Company 
Tapco Plant of Thompson 
Products , Inc • 
Philadelphia Electric Co. 
A Guide Book for the Em-
ployees of the American 
Optical Co. 
Eastman Kodak Co. 
Revere Copper and Brass, 
Inc . 
Aldens 
Humble Oil and Refining co . 
General Motors Corp. 
(Frigidaire Division) 
Heywood-Wakefield 
Bakelite Corporation 
Johns-Manville 
Electro-Metallurgical Co. 
Pacific Veneer 
Bird a nd Son 
Caterpillar Tr actor 
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Title of Handbook 
(continued) 
You and Sealed Power 
Empl oyees Manual 
Welcome on Board 
You 1re a Seater Now 
Wor ki ng with u. S. Rubber 
Your Farm Bureau 
Welcome to Harvester 
About Our Bank 
Our Job at Johnson & Johnson 
From Youth to Age 
Empl oyee Handbook 
Working Together at Riegel 
Your Opportunity with Boscul 
Fitting Folks 
The Private Letter s of Mont-
gomery Milch 
We 1 re in Business Together 
Your A B C Handbook 
Frankly 
Catching on at Watervliet 
My Association with The Todd 
Company 
Your New Job 
General Aniline & Film Corp. 
Company 
(continued) 
Sealed Power Corp. 
Eaton Mfg. Co . 
Namm 
American Seating Co . 
United States Rubber 
co . (Detroit) 
Ohio Fann Bureau 
International Harvester 
First National Bank of 
Boston 
Johnson & Johnson 
F. c . Huyck & Sons 
Dart nell 
Trion Div . , Riegel Textil e 
Corp. 
Win . S . Scull Co . 
Stockholm Pipe Fittings co . 
Tung-sol Lamp Works , Inc . 
Sawyer ' s Inc. 
American Bosch Corp . 
Warner -Hudnut 
Watervliet Paper Co . 
The Todd Co . 
Minneapolis Honeywell 
Same 
44 
Title of Handbook 
(continued) 
You and Penn Drug 
Sheppard Envelope Co. 
Plans for Your Financial 
Security 
So You Don It Like Time study 
A L Talks About Our Group 
Insurance 
Horizon Unlimited 
Let ' s Take a Look at Our 
Business 
Pete is a Prime Mover 
You and Your Company 
Know Your B & 0 
Operation Lever - The Road 
Ahead 
You Are Cordially Invited to 
Knoyv Your Company 
Fact Book 
Sheppard Envelope Co . Pen-
sion Plan 
Partners in Industry 
This is Your Compomy 
The F W D Story 
Company 
(continued) 
Pennsy 1 vania Drug Co . 
Soune 
Ethyl Corp . 
The Dow Chemical Co. 
Ailegheny- Ludlum Steel 
Corp. 
The Champion Paper & 
Fibre Co . 
Steel Improvement & Force 
Co. 
Shell Oil Co . 
Inland Steel Co • 
Baltimore & Ohio Railroad 
co. 
Lever Brothers 
The Great Atlantic & Pacif-
ic •rea Company 
General Foods Corp. 
Sheppard Envelope Co . 
Crown-Zellerback 
General Petroleum Corp . 
The Four Wheel Drive 
Auto Co. 
REVIEW OF v1JHA T Hfl..S BE:EN WRITTEN IN 'IHE FIELD 
--------- ------
Employee handbooks as a tool in the line of communications 
between the employer and his employees is still in the evolving stage . 
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There is not a great deal of literature available to help the beginner, 
but what is available is most helpful. It is usually in the form of 
magazine articles, small handbooks or special studies, and is based on 
actual experience in the publishing of employee handbooks . Because we 
have been in a changing period of relations between employee and em-
ployer the use of the handbook as a tool to explain some program of the 
employer to the employee has been on the increase . The ways of using 
this t~ol have been changing with the increased acceptance by the em-
ployer, and the realization that this handbook need not be the old rule 
book but can contain a great deal of the same kind of treatment and 
thou§nt that goes into the sale of the company ' s product to the custo-
mer. 
The American Management Association put out an excellant study 
entitled •tH~w to Prepare and Publish an Employee Manual", which was 
based on a survey of company practices . It is divided into two parts -
the first being, Method$ of Compiling the Handbook - and the second 
being , Seeing the Handbook Through the Press . 
'!he National Industrial Conference Board, Inc. put out a book-
l et entitled, 11Einployees ' Handbooks", which is No . 45 in their Studies 
in Personnel Policy. This is rather complete treatment giving the p~ 
pose, general style, general contents, and form for a suggested treat-
ment for the handbook. 
The Policyholders Service Bureau of the Metropolitan Life In-
surance Company has issued two booklets on the subject entitled, "In-
form.ation Manuals for Employees" and "Telling Employees About Business 
Operation: The Company" . Both of these publications are based on sur-
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veys of company practices and the booklets present the practices in tab-
ulated form. The booklet entitled, "Information Manual for EmplGyees'', 
is a rather complete treatment of the employee handbook and has such 
coverage as: For Whom is the Manual Written; Who is Responsible for 
its Preparation; ~Vhat is its Purpose; 1fuat Shall it Contain; How Shall 
it be Made Readable; Distributing the Handbook; The Results . 
The National Association of Manufacturers has also put out a 
small booklet entitled , "Human Relations ani Efficient Production 11 , 
·which treats in part on the employee handbook. 
There is a good deal of current writing on the subject that 
appears in various trade magazines. Most of it is based on the experi-
ence of the various authors who are relating the trials and tribula-
tions and lessons learned within their companies as a result of the 
publishing of an employee handbo0k. 
SELECTION OF A TITLE 
Originality in the Title 
The friendly spirit of the modern employee manual is reflected 
in its title . With few exceptions all the manuals reviewed have friend-
ly informal titles. Occasionally a han:i book has no title, but there is 
usually something to indicate its character. The f~iliar "Rules and 
Regul ations 11 is still foun:i, though the tendancy is toward less ster eo-
typed and more interesting descriptions of the subject matter that fol-
lows . The application of originality to this question of starting the 
manual off ldth an attr active title is illustrated by the selected list 
given below: 
Partner in Indust~ 
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Information Book 
Information for Employees 
Manual for Employees 
Employees GUidebook 
Welcome to •• • • •• • • 
Industrial Relations Policies 
Now It ' s Your Company 
Information for New Employees 
Team Work 
And Now You ' re Going to Work At • •••• • • • 
Your New Job 
You, Your Job tmd Your Company 
The Wright Way of Working 
Let I S (JO to Work 
Partners in Revere 
You and Your Company 
51 Questions and Answers 
Handbook for Empl oyees 
Your Store 
Plant Rules and Practices 
Off to a Good Start 
Your ifork 
])nployees Fact Book 
The Spirit of service 
Among Ourselves 
Statement of Purposes , Policies and Plans 
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Your Management and Mine 
On the Job With ••• • •••• 
Your Job at Hillside 
Your Work at Allis- Chalmers 
The titles of the handbooks studied varies from formal fac-
twa.l ones to informal friendly and breezy ones . Many combined these 
patterns with the company name. Each pattern had a lar ge number of im-
itators or followers . There seems to be no decided preference for any 
particular pattern. 
The approach to the treatment is indicated qy the titles . 
Some, especially those incorporating the company names, obviously go 
into the history of the company. Those in the second person clearly 
indicate a casual and friendly tone, and a wi~lingness to recognize 
the employee 1 s individuality and importance. The very way these titles 
are worded is designed t o appeal to the worker . In almost 100 per cent 
of the cases the employee comes first , not the company - You and Sun-
beam, not Sunbeam and You . 
Formal and Factual Titles 
The formal and factual titles, as their wording implies, are 
to give thorougil and concise information on rules, regulations , bene-
fits and privel eges . 
Employees Guide 
Employees Guidebook 
Employees Hand book 
Employees Manual 
Employees Fact Book 
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Handbook for the Staff 
Information for the New Employees 
Information and Office Practice 
Some Facts for Employees 
Home Office Rules and Regulations 
Handbook for Office ~ployees 
Office Manual 
Manual for Instructions 
A Manual for Information, Rules and Suggestions for Guidance 
of Home Office Clerical Employees 
Priveleges, Benefits and Information for Home Office Em-
ployees 
A Statement of Purpose, Policy and Plans 
Personnel Policies 
Interpretation of Company Policies 
A Statement of Labor Poli~ 
Policy Manual for the Office Organization 
Informal and Friendly Titles 
Your Job WJ.d Your Company 
Your Work 
At Work 
Our Company 
The Bank in Whid:J. You Work 
Know Your Company and Your Job 
Partners in Industry 
A Message to Employees 
For Your Information 
so 
The Pathfirrler : Ini'ormation for Employees About Customs and 
Working Conditions 
Our Office Customs 
Your Manual and Mine 
\Vhat Yoti Will Want to Know 
Introducing the Company to You 
On the Job 
Let' s Get Acquainted 
Letts Go To Work 
Off to al. Flying Start 
Welcome on Board 
Welcome to Our City 
Titles Incorporating the Company ~ 
A Handbook for Westcloxers 
About Deferrler 
Your Job at Lyon 
On the Job With Lilly 
You and Your Job with John Morrell & Co . 
You and Your Job with General Motors 
You and The Northwestern 
So That You May Know About CMO 
Whiting: A Good Place to \Vork 
Partners in Revere 
Information for Bausch & Lomb Employees 
Information for General Electric Newcomers 
studebaker Cooperative Plans and Office Regulations 
Getting Acquainted with Esskay 
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Things . You Will Want to Know About Public Service 
Your Introduction t o the United States Trust Co . 
Pilgrim's Progress (Pilgrim Laun:iry) 
Harvester Policie s for Harvester People 
Team Work: The Spaulding Platform of Employer-Empl~yee Rela-
tionships Including Present Policies and Practice 
The Swift Arrow 
Bloomingdale's 
You and Di t te 
Your Work at Allis- Chalmers 
On the Job at Acipo 
Regarding Your Job with Link- Belt Co . 
Working with Uraco 
The Wright Way of Working 
SELECTION OF SUBJECT HEADINC~ 
In the preparation of the employee handbook one of the first 
problems i s the one of deciding j ust what to include in the handbook. 
What subjects and company regulations must be included and in what de-
tail. An important ommission can ruin the whole effect and necessitate 
a reprinting. Under the heading, 11Deci ding What Material to Include", 
on Page 28 are listed various topics which are generally covered in em-
ployee handbooks . lt does not , of course , cover every possible topic 
which might be included . Practically every company has certain topics 
peculiar to itself. 
This listing of subject headings may be used in two ways : 
1 . As a check list to make sure you are covering the essen-
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tial points. 
2. As a device for collecting, in classi.fied form, good ma-
terial from other company booklets and your own rules ani regulations . 
This gives the raw material from ;·mich to build your handbook. 
DETERMINING COMPANY FDLICY 
Perhaps the step which puts your company ' s employee rela-
tions to its severest test is the writing down of company personnel pol-
icies . After determining ;vhat subjects you wish to discuss in your 
handbook, you may find when you go to write specifically about them tm t 
you haven 1t any firm policy - . that you have been making each decision as 
the case and the circumstances surrounding it seemed to warrant . As a 
result while you may have been fair you have not been consistent . 
In writing the subjects in your handbook you will soon find 
that it is necessary to be specific . You cannot outline a rule and 
then list exceptions or ways to get around the rule - not and have any 
point to your story. 
Recent court decis ions have also stressed the importance of 
care being taken in -what you say in your employee handbook. Do not be-
come too salesminded and promise things you may not want to deliver . 
Courts have found such handbooks to have a contractual nature, and have 
forced companies to give employees things that were stated in the hand-
book on the grounds that the employee accepts this as the company 's 
word. 
As each step is written you must examine it in the light of 
llhat you have been doing and in the light of your future plans . Perhaps 
53 
you Will liberalize some of your policies , and the handbook will be 
given more importance in the employee's eyes if it contains such auth-
oritative news . 
The Industrial Relations director will obviously be greatly 
interested in what and how we state company policies, for he must co-
ordinate what we have been doing and our relations with the union. 
It is usually surprising to find out how few companies have , 
even in this enlightened day of industrial relation, clearly stated 
personnel policies. 'lne 'advantages of having to think through the pol-
icies are twofold - they will not only be very helpful in conveying the 
management ' s polic i~s of conduct to the employees , but it will also be 
very helpful to members of management . It has been their function to 
carry' out these policies in actual practice, and certainly having some-
thing concrete to base their decisions on will be of assistance to 
them. 
COMPANY HISTORICAL DATA 
It is only natural that our employees will have a curios.i ty 
about the company, how it ms started , and by whom, and the various 
phases of its development . 1n the handbook we have an excellent chance 
to satisfy this curiosity, and at the same time see that the infonna-
tion the employees acquire about the .company is correct . 
Employee handbook began some years ago to carry information 
about the company as well as about conditions of emplo~ent . It was 
believed that an employee would naturally be interested in knowing when 
and how his company got its start and how it had come up in the world. 
This historical section has now become quite a common feature and in 
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many cases has been amplified to give a picture of the organization as 
it functions today. Sometimes this is done by reproducing a company 
organization chart; sometimes by describing the functions of individuals 
or jobs , perhaps indicating also the lines of authority . Some handbooks 
reproduce an aerial photograph of the plant numbering the various build-
ings or departments and identifying the~ below by name; some show photo-
graphs of officers of the company; pictures or descriptions of the com-
pany' s leading products are often included . An explanation of the pre-
sent company set- up can prov:ide extremely helpful information for the 
employee who wants to orient himself and his job in relation ~o others 
in the company. The histori cal section affords an opportunity to build 
pride in being a member of the organizati on. 
Into the narrative of growth and development may be woven a 
description of products and their uses, or a story of service to indus-
try or consumers . 
WRITING 'IHE FIRST DRAFT 
A company which has never had an employee handbook and has no 
standard instructions to use is certainly beginning from scratch on the 
job of compilation . If the company is also expanding rapidly and feels 
an urgent need for the handbook, the foll owing steps may prove helpful: 
1 . Secure copies of half a dozen good employee handbooks . 
2 . Run through the list of subject headings to select the 
topics you vrould like to cover. 
3. Select from the sample handbooks the presentation on each 
topic which seems best stated and restate it to show your regulations 
· and practices . 
4. Have a number of copies prepared and pass them out for 
criticism to your foremen, a few key workers, and to union representa-
tives. 
5. Make revisions and submit the final draft to your top ex-
ecutives . 
TI1is should give you something usable for your new employees, 
although you may find that you have overlooked minor items and made 
some misstatements . A handbook made up this way is merely a makeshift, 
and a revision should be made- as soon as possible . 
There are several ways of preparing the first draft such as, 
having each department hea~ submit a draft of the items that refer to 
his department, or having one individual compose the first draft from 
notes prepared by various people . It will probably contain all of the 
factual material, but it will vary windely in length, style, tone, 
etc . There is merit in having the section heads make up a draft for 
it brings them in as participants, and as they attempt to write their 
sections they are more likely to be sympathetic to the aims and the 
problems inherent in carrying out those aims in the employee handbook. 
The introduction to the manual keynotes its contents, tells 
its purpose, and points out its important points . If it is written for 
new employees, it welcomes them to the company and wishes them success 
and happiness in their work. A friendly note in the introduction can 
set the tone for the entire booklet . 
The introduction frequently is a letter signed by the presi-
dent of the company, the chairman of the board, the plant manager, or 
it may be part of the text . At times , especially in marruals for new 
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employees, the letter from the president is a note of friendly welcome, 
and the purpose of the handbook is told in the text . This is the case 
in the "Welcome to Sylvania" employee handbook of Sylvania Electric 
Products , Inc . The president ' s letter is a word of welcome, and the in-
troduction tells the employees what he may expect to learn from the 
handbook. 
PLANING DOWN THE FIRST DRAFT 
After accumulating material under the various headings that 
are to be included in the handbook, the next job is that of cutting 
the material down to only that which is pertinent and adds meaning of 
the subject . 
If the various sections of the handbook have been compiled 
by the department heads, then, while the sections will be complete in 
the information they cont ain, they vd.ll probably have too much in de-
tailed information. In addition theywill each represent the writing 
style of the department head that prepared the section. Each depart-
ment head in his attempt to give his department importance will often-
times write much more material that it would be possible to allot 
space in the handbook . This presents the problem , to the one Who is 
assigned the task of preparing the booklet for publication, of diplo-
matically getting together vdth the department head and tr3ing to 
break down the written material to its essential points - those points 
that he feels have merit in the overall consideration of the personnel 
program . Because it is important to the eventual reception of the 
haodbook, care must be taken to make sure that the department heads un-
. derstand why you cut mat you do from their secti ons . They will usual-
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ly readily defer in the manner of style of writing, but must be handled 
carefully in the matter of context . 
It is at this point that some thought must be given to the 
arrangement of subject headings . Just as each company usually has some 
subjects 'which are peculiar to its own setup so they usually have some 
particular points which they want stressed. This will have some bear-
ing on the arrangement of the topics . If the handbook is written in 
general terms , and the company backs it up with booklets which have de-
tails of the various employee benefits, then we will give the most im-
portant position to those subjects vmich are covered in this booklet 
only. 
However, if this handbook is not backed up by other booklets 
explaining the benefits in detail then we will want to lay extra stress 
on the benefit programs and will place them in a special position . 
The problems of language t hat concerned us on Page 22 become 
active pr oblems at this point, for me must start to make our first 
draft tie together and have continuity . We are concerned not only 
with the tone of the language , but also the correctness of it , and 
we must be sure that we are achieving a consistent style . As this 
first effort usually contains many thoughts of others we will have 
to reword the material to fit the general tone which has been set for 
the handbook. 
REFERRING 'ffi E TYPED DRAFT 'ID SUPERVIOORS 
Conferring ~ ~ Individual Basis 
After goi ng over the first rough draft and cutting down the 
more obvious duplications and unsuitable material , we have a formal 
typed draft prepared . This draft is sent to each of the department 
heads so that the,v may see how t heir section looks When typed up as a 
part of the whole handbook. 
The individual ,·mo preJ:ared the draft from the original write-
ups vrill usually at this time discuss with each department head the sec-
tion in which he is interested . He will discuss whether or not the sub-
ject is fully treated , and whether it gets over the points that the de-
pari:lnent head feels are the most important . The department heads will 
come up with suggestions that oftentimes from a strictly operational 
point of view will have a good deal of merit . However , from the over-
all company point of view it may not be a point we wish to stress . For 
example , the handbook may have been sl~nted so as to express a friendl y 
company spirit to the new employee, but in one department work may be 
off and they are not hiring any new employees . That department head 
will want to eliminate references to new employees , and have the book 
stress only the company benef its to the regular employees . It is up 
to the indi vidual Who has the responsibility of preparing the hand- . 
book to explain to the various department heads .the overall company 
plan. 
Conferring ~ ~ Group 
The importance of obtaining the cooperation of the department 
heads cannot be stressed too strongly. I f theybelieve in t he employee 
handbook, and consider it as an aid to them in their supervisory duties , 
then it will have easier reception amongst the employees . If the super-
visory force appear to like the book arrl refer to it, the employees 
will be impressed and look at the handbook with respect . It is well 
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to remember that although the supervisors have been much maligned by 
union stewards and managements who have not backed them up, they are, 
nonetheless, the natural leaders of the work force. They are almost 
always men 1'Vho have come up through the ranks by demonstrating unusual 
skill and elements of initiative and leadership . 
The first typed draft should whenever possible be presented 
to a group meeting of ·the d apartment heads . At this meeting you can 
have a free exchange of ideas . They can tell you whether the proposed 
book properly covers the items that have been a problem to them , and 
give you the benefit of their suggestions . These men can easily tell 
you just what problems are peculiar to the company and should be 
stressed . Unless he wants to be continually changing the make up of 
the handbook, the person in charge of its preparation must be firm in 
expressing the company labor policy and the philosophy to \'d'lich this 
policy commits it . Many of the ~guage changes that he vfill :aake 
will be based on keeping the tone in line with the management's an-
nounced policy. He will find that many of the people who contributed 
to the handbook will have minor hidden resentments because he has 
changed several of their word setups or pet ideas . The responsible 
person must decide on a line and be firm. He can explain the whys and 
wherefor es of' the line he will following so th-.t the supervisors will 
understand it . 
The supervisors bei ng closer to the men and, indeed, in most 
cases having come up from the ranks themselves can be of great aid in 
pointing out '\'Vhether or not the language of the booklet is such that 
the men will be receptive to it. To one who is not used to dealing 
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with working men it is not easy to write so that they will un:::l.erstand 
the subjects . The language must be kept simple and friendly . Without 
guidance you can overdo , and the men will not only not urrl~rsta.nd the 
subject matter, but will not appreciate your obvious attempts to talk 
their language and failing . It will give a false tone to the oooklet 
which may carry over into the subject matter, and thus ruin the whole 
effect of the handbook. 
In line with the basic principle of good employee relations, 
t hat workers should have a voice in determining relations under which 
they work, a necessary step in the preparation of an employee handbook 
is the submitting of the copy to representatives of the employees . 
Some companies print the names of the employee committee consulted in 
the ha.rrlbook. This is done by the Willi2l!lson Candy Company which car-
ries the committee names on the last page of its handbook under the 
inscription , 11Read and approved by" . 
Checking the employee handbook with representatives of any 
unions in the plant is an important part of its preparation. In such 
cases, of course, the copy must be carefully edited to make sure that 
it does not conflict with any union contracts in force . Unions recog-
nize the need f or such a compilation, and its value , and their members 
will usually cooperate if given an opportunity to be in on the prepara-
tion of the book. 
R~YffiiTTEN DRAFT TO EXECUTIVE GROUP 
Executive Group 
Presenting the draft to the executive group often is a prob-
lem . They are usually quite busy on other problems, and begrudge the 
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time necessary to gp over so rough a thing as a draft of the handbook. 
Yet it is necessary to solicit their cooperation at this point , for 
they are by far the most critical audience once the handbook is pub-
lished . When it is published as the official word of the company , the 
executive will read it thoroughly and soon remind you of such mistakes 
as misspellings or mistakes in presenting the company policy. Because 
he is busy, it is not necessary to show him a draft until you have pro-
gressed along to the point where the handbook is almost ready for the 
printer . As we noted on Page 10, company policies are easier talked 
about than written down, ani this is a very important reason for ask-
ing the executives to check over our draft to see if they find them-
selves in agreement with the policy as written out and as cleared 
through the supervisory level. We want them to like the handbook and 
to get behind the project . 
IP~ustrial Relations Department 
If the editor is not one of the members of the Personnel or 
Industrial relations department then he must keep in constant touch 
with the industrial relations director . He is the man who has to deal 
with the problems that arise in employee relations, and the handbook 
becomes one of the tools that will be of aid to him. 
Public Relations 
As corporations grow larger they also come more vnthin the 
scope of public interest . Thus, the editor of a handbook in a large 
corporation will find it to his advantage to clear the text and manner 
of presentation with the Public Relations director . Not only can this 
man guide us in the reaction of the general public to our handbook , 
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but because of his experience in presenting and preparing material for 
public consumption he com also be of invaluable assistance in guiding 
us i n the physical preparation of the handbook - such things as cover 
design ard interior printing, type faces, and format . 
THE PHYSICAL ASPEC'l'S OF 'IHE EMPlOYEE HANDOOOK 
Size 
There is no uniformity in either page size or number of pages 
in the manuals reviewed . The smallest page measures Jt by 4!- inches 
and the largest 8!- by 11 inches . '!'here is only one example of the 
smallest and five of the largest . The two most popular sizes among 
the manuals are the 5 by 7 inches and 5i by Bi inches . Advocates of 
the smaller size believe that a handbook should fit conveniently into 
an employees ' pocket . This may be a convenienc e if the handbook is to 
be distributed to employees at a meeting and it is expected that they 
will take it home , but it is doubtful if an employee will carry around 
a handbook for any length of time in a pocket or pocketbook. The size 
will depend on the size of the pockets in the type of clothing worn at 
the plant. If it is anticipated that an employee vall keep his hand-
book in his desk , another size may be more convenient - file size , f or 
example , if the desk has a file drawer. If a h~book is mailed to an 
empl oyees ' home with the idea that his family will read it, then the 
larger size has the advantage of att r acting attention. The chief ad-
vantage , however , of a larger page size is that it offers 1nor e possi -
bilities for attractive layout. Over the years this trend has been 
tovfard a larger page size for employee handbooks . 
As the style and length of handbooks changed a larger size 
was found to be desirable . '!he illustrations and larger sizes of type 
for captions required larger pages for effective display. Thus some 
handoooks are as large as 8~ by 11 inches . Although the majority of 
those examined are smaller , the majority would fall between the sizes 
of 4 by 6 and 6 by 9 inches . 
Because most manuals are given to new employees and not 
mailed , the question of fitting envelopes is of little importance . 
Booklets are printed in units of four pages or eight pages . 
A signature contains 16 pages and multiples of 16 allow most economi-
cal printing. Any one of the following numbers of pages are suitable 
for a booklet : 4 , 8, 16, 24 , 32, 40, 48 , 64, 80, 96 and 128, and other 
multiples of four . The covers count as four extra pages unl ess self 
covers are used . If bleed pages are used, that is , if the ill us tra-
tion runs off the page, the trimmed size of the book must be reduced 
by at least 1/8 i nch on sides where there is a bleed . 
Color 
'!he use of color is becoming more predominant in the hand-
book of today, Perhaps this trend has been accentuated by our reali-
zation that employees must be sold just as our customers require sell-
ing . From our colorful packaging and advertising we are carrying over 
into the employee handbooks the use of color to help accomplish eye ap-
peal for us . 
Color can be used as just a solid patch on a page vmere its 
main purpose is to break up the effect of a full page of type . The 
color tends to relieve the monotony of solid pages of type , and pro-
vide something of interest to the eye . If a research worker in a 
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university is studying a book it is not important that the book be in-
teresting from a visual poiht of view. The student is after informa-
tion on a subject, arrl he is consulting the book of his own volition :in 
an effort to increase his knowledge of the subject . This is not usual-
ly the case for the reader of an employee handbook . We can hope that 
employees will have an earnest desire to know more about their company . 
Actually they may have, but th~ are not used to reading books to get 
their information. The company that has an interest in selling to the 
employees its own story as well as information about the job must at-
tack the problems with the approach that the employee must be sold. 
The handbook must be attractive enough to excite his curiosity, and 
create a desire on the part of the employee to investigate not only 
the cover, but all of the inside pages as well . 
The color is also used to distinguish the subject headings 
from the main text . This has the dual purpose of giving prominence to 
the heading and helping to make the page more interesting to look at . 
The use of color is not expensive if used only in the subject h~adings 
or if used only as a patch display, but it tends to create for the 
handbook a more expensive air. Color can also effectively be used to 
stress important points throughout the handbook by having the part 
which is to be emphasized printed in different color ink from the main 
body of the text . 
Perhaps the most expensive use of color is its use in pic-
tures. The use of color pictures gives the handbook an expensive ap-
pearance, and when used tastefully can make the book very attractive . 
There is obviously a point in the matter of cost for each company where 
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the benefits of color become too expensive to be worthwhile. The em-
ployees are impressed by the appearance in the handbook of color with 
the inference that you thought enough of the story you had for them to 
spend some money on making sure that it was attractively presented. 
Certainly the average employee is more impressed by a colorful book 
than by a mimeographed book - how much and at what cost is up to each 
individual company. 
Design 
There is something about an old- fashioned, out of date em-
ployee handbook which gives the impression that the company too is be-
hind the times. When the harx:l.book is dressed up with a bit of color 
and a little humor is instilled into it, the company itself seems to 
come alive a nd to be a bit more desirable place to work . 
Cost will naturally be the determining factor in dressing up 
the handbook. Any money spent fo r art which would encourage workers 
to like their jobs and to remain in them should be considered money 
wisely spent . ·The first impressions of a newcomer are the key to his 
attitude for a long time to come, and changing them requires a real 
engineering job in morale building. The cover of your employee hand-
book is like the door to your plant. When the reader opens it, he 
gets a concentrated view of your organization and its policies . The 
harx:l.book designer should ask, will this hmdbook create a feeling of 
welcome? Will it make the new employee a loyal enthusiastic worker? 
Or, is it forbidding? Does it create a ne gative attitude? Is it so 
attractively designed that it invites reading? Are there interesting 
illustrations that will attract and hold attention? Does it make the 
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r eader feel that he is one of the family , a partner in your business? 
. '!he design of the cover is most important , for this is the 
first thing that gets a chance to influence the employee . If it cre-
at es a bad impression then we may not get him to open the book and read 
the message that we have for him. The design or picture should suit 
the group for which the handbook is intended - for example, in design-
ing a cover for a handbook intended for the employees of the southwes-
tern division of the Cabot Carbon Company, we s elected an artist 1 s 
sketch which placed tqe emphasis on both the industry and the western 
motive . The £igure was dressed in a western sombrero and cowboy boots , 
etc. It is very doubtful if this would have been a very effective 
cover for the Boston office employees of the same company. 
Ill us tra ti ons 
The chief means of making a handbook attractive and interest-
ing is the use of illustrations. Pictures tell stories and create im-
pressions that it would take many words to describe . The illustrations, 
however, should have human interest . Everyone is interested in what 
other people are doing. Your illustrations shou.ld show people doing 
things rather than standing around in stuffed shirt poses . If you wish 
to show a small part or some small unit assemble , get some fingers or 
hands doing the job into the photograph. Captions or legends should 
describe the illustrations . 
Small sketches in the margins of the book or with the head-
i ngs give an interesting touch to the handbook, and eliminate the t ext-
book appearance. The sketches should be keyed to th e subject beside 
which they appear. Oftentimes when the subject is a serious one in 
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which you are giving rules , the breaking of wi1ich would call for a pen~ 
alty, a sketch having a humorous motive explaining the reason behind 
the rules vnll make it a gpod deal more acceptable to the reader. 
A new worker is very much interested in his new job, and so 
is his family . He would like to be able to show them •mere he works , 
and , if possible, the machine at -which he •mrks . If the handbook con-
t ains these pictures he will take it home , and more important , in doing 
so he will look through and read it . It is not always practical to 
show all departments , however , but if there is a view of the plant he 
can at l east show his wife the building in which he >mrks, or perhaps 
the gate through which he enters . This is a great aid in building 
morale , l oyalty and enthusiasm, bec-.us e the entire family becomes ac-
quainted with the new job and they feel that they are part of your or-
ganization. 
Binding Material 
The binding material will be selected according to your re-
quirements in use . You may wish to have the handbook open out f lat , 
or you may wish that it be loose-le-.f, you m~ want a stiff binder so 
t hat the handbook l'T:i.ll stand up in a book shelf. You may \•T:i. sh to have 
a visible bin::ier so that it can be part of the color scheme of the cov-
er, and so add to its attractiveness . 
The most popu~r and inexpensive style of bindi ng is saddle 
wire stitched. In this binding all of the pages and the cover are 
stitched with two or three wire stitches through the fold at the back 
or gutter of the book . The pages open e-.sily and will stay open, an 
a~vantage not found in the side wire- stitching wherein the pages are 
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stitched on the side rather than through the fold . 
There are several novelty bindings such as : Spiral, -,/ire-o, 
Circula, Plastic , etc ., vmich make very attractive and convenient 
handbooks . Some of these allow for additions and corrections . 
The deluxe binding, of course , is the case bound or regular 
bookbinder ' s binding. The pages are sewed in with thread and the cov-
ers are of paper , clot h or artificial leather turned over chip or bind-
ers board . 
Loose- leaf binders have the advantage of flexibility and fac-
illitate corrections or additions . 'Where many changes are anticipated, 
a loose- leaf style of binding is advisable . A simple form is punched 
sheets inserted into a punched cover with 11T11 head fasteners . Several 
special methods such as Spiral, Wire- o, Circula and inexpensive ring 
binders may be used . ·when the manual is produced in the company ' s of-
fice by mimeograph , multigraph or multilith the loose- leaf binding is 
perhaps most convenient. 
For any of these styl es of bindings the covers may be flush 
or overhanging. The latter makes a more attractive book, but adds 
somewhat to the cost of binding. Rounded covers overcome dog- eared 
corners to some extent; however they interfere with some designs . The 
cost is slight . 
Printing 
The amount of money allotted to your handbook project will 
naturally determine the form in which it is to be published . Although 
it is not essential to have a knowledge of printing processes , you ~~ll 
feel more comfortable if you have some background which will enable you 
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to un:ierstarrl the different elements involved and to make vdse choices·. 
The f irst decision to make concerns the method of printing. Following 
is a brief survey of reproduction processes designed to cover all types 
of budgets . 
Mimeographing is perhaps the least expensive method to use, 
and permits the production of the h~book in the company ' s own office. 
A manual put out on the mimeograph may be dressed up by :the us e of 
sketches a.nd hand lettered headings ~ Special lettering guides are sold 
by stationers for this purpose. Stencils of illustrations which may be 
patched into your stencil may be obtained from various service organi-
zations . Others may be traced on your stencil with a stylus from 
sketches . By using varityping the t ext , headings and subheadings can 
be s et in various type faces . 
In the multigraph the type, usually a typewriter face, is 
set and put on the drum. A wide inked ribbon is placed over the type, 
and the paper is printed thr ough the ribbon and resembles a typewrit-
ten page . Some multigraphs are equipped with an ink fountain and rol-
lers , and require no ribbon. Special thin curved electro types must 
be made of illustrations . 
Photo- offset (planograph and multilith) is an excellent 
method to use Ylhen a hi&l- grade manual is desired , especially when 
more than one color is used . The copy· can be set by a. printer in the 
usual manner , then, when final corrections have been made, he pulls a 
set of r eproduction proofs . Thes e are given to the offset printer to-
gether with all art work and photo graphs . No engravings are required 
for- this method . The offset man makes special plates which can be used 
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in this process only. Because of the methods used i n preparing offset 
plates , the use of an additi onal color in many cases is not expensive . 
A combination of typed or vari- typed material , letterpress clippings 
and sketches may also be mounted and offset . 
Manuals printed on regular printer ' s presses are run from 
regular pri nter 1 s t ;ype and cuts .. The typewritten copy is given to the 
pri nter to gether with the cuts . The text is set up by linotype or 
mono type . Printing is done .from type unless a huge run and reprint-
ings are contemplated , in which case electrotypes or stereotypes are 
made . 
Before the actual decision i s Tl~de on the pr ocess to be used 
in ·producing the handbook , it Vlould be well to consult with the repre-
sentatives of several firms rmo handle these various methods . Although 
it would appear at first that the mimeographed manual would be the least 
expensive , particularly if the company ' s office is equipped with mimeo-
graph equipment , the elements of stenographer ' s time , cost of stencils , 
paper and i nk, add up to a considerable amount. The printed mru1ual can 
be revised in reprint , of course , and almost every printer vdll hold 
type for a r easonabl e length of time , and make revisions according to 
instructions . 
After havi ng determined the process to be used, salesmen f r om 
several dif.ferent companies in that field should be called in to bid on 
the job. In this manner costs of comparable qualities of paper , cover 
and bindings can be obtained , and the very best combination of quality 
and economy obtained . 
Legibility is the first and all important point to be con-
sidered . Fancy type faces as a rule are not eas ily read . Some popu-
lar and appropriate faces for the text are the Bodoni , Baskerville , 
caslon, Kennerly , Qaramond, Scotch Roman and simil ar families. These 
are easily r ead and yet make pl easing pages . Breaking up pages with 
subheads makes for easier reading and relieves the monotony of solid 
type . White space above and below each of the subheads adds greatl y 
to the attractiveness of the page. 
An Initial letter, two or three lines high, adds a touch of 
color and relieves the monotony of a solid type page . vVhen an initi al 
letter is used, the r est of the word or sometimes two or three words 
are set in capital or small capital letters. 
Type faces vary widely, but in most cases meet the tests of 
attractiveness and easy legibility. In a few cases the latter advan-
tage has been sacrificed, apparently to reduce the length of the hand-
book, by using too small a size of type . The result is disappointing : 
careful r eading of the t ext is not encouraged by the use of small type 
size inducing eyestrain . 
While it is certainly of interest to have some working know-
l edge of the various ways that a handbook may be printed, and the many 
types of print faces that may be used, in most cases you vtill select a 
printer to do the job and rely on his advice as how to print the hand-
book and what. type print to use . It is not possible to be an expert 
in every phase of the production of a handbook, and a gpod printer in 
whom you have confidence can give you a great deal of valuable help in 
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setting up moclcups for you, and giving you the benefit of his experi-
ence in printing many such handbooks for many other concerns . 
Format 
Regardless of the method of reproduction, careful layout is 
essential if the handbook is to put its best foot forward . Advice and 
technical help of advertising departments have apparently been sought 
in many cases and generally lvith gpod results . Both readability and 
eye appeal have been attained by attractive captions and well designed 
layout . 
While a book cannot be jud ged by its cover, an attractive 
cover can create a desire to read the c ontents. Color was used on all 
covers but six of the handbooks surveyed. Photographs , maps or draw-
ings appear on many covers . 
Whether or not illustrations are used, the selection of a 
good typeface with nicely set headings and well planned margins will 
do a great deal to dress up the handbook and encourage v~rkers to read 
it. There are no rules governing these phases of designing. Your ad-
vertising department can be of great help in handling this part of your 
handbook or your printer will be glad to help you . Many printers have 
layout or designing departments . Wide mar gins are more attractive than 
narrow ones . Book designers choose type to conform with the subject 
~atter to be set up. For the handbook tastes of its readers should 
also be a determining factor . To the man of the rough and tumble type, 
vrorlr.ing in heavy industry, the bold , black- faced types and illustratim s 
of a forceful and·rugged nature are attractive . Women would be attrac-
ted by the more delicate type faces and artistic illustrations . For af -
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fice and average use a compromise can be reached. 
Most handbooks have the text well broken by sub-heads or cap-
tions. This has the double advantage of serving as a guide in seeking 
specific information, and in making the pages more attractive and read-
able . sometimes the captions are formal, sometimes they are in the 
form of questions, and sometimes cartoons or special devices are used 
to attract attention to the caption. Another method of separating the 
various sections is to have guide pages containing pictures or some 
form of illustration between the main sections of the handbook thus 
creating a real separation between subjects, and also adding to the 
decorative appeal of the handbook. 
Many of the handbooks examined are excellently indexed, and 
this is important . Between the covers of one of these handbooks there 
is information about a large number of points. Vfuen referring to it, 
an employee will usually be seeking the answer to some specific ques-
tion in his mind . Even when there has been a liberal use of captions, 
a particular item may not be readily found by glancing through the hand-
book. With a detailed index, however, the information sought can be lo-
cated immediately. Sometimes there is also a table of contents although 
this is not necessary if a good index has been prepared . Of the two, 
the index is far more valuable . To the writer of the manual the t able 
of contents has another use - it points a finger, sometimes all too 
plainly, at i llogicalities ani other defects of organization . 
Paper 
In selecting the type of paper to be used you vrill be guided 
by considerations of cost , taste , and method of printing. If it is a 
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handbook intended for a non- office group then you may wish a paper that 
is not glossy and shiny, but dull and more rugged in appearance . You 
may wish to avoid the appearance of too slick or costl y a printing job . 
On the other hand , if you are getting the handbook up for a sophistica-
ted office group you may wish to have a more shov~ piece as they are 
mor e likel y to be impressed by the outward costl y appearance of the 
handbook. 
There are several aspects to consider vmen deciding upon the 
paper to be used in the handbook. If it is to be illustrated with pho-
tographs an enamel or coated paper is best as halftones reproduce best 
on its smooth surface. 
If the handbook is to be of solid type or illustrated wi.th 
line dr awings or sketches, an uncoated paper as offset or text may be 
used . This type of paper is restful to the eye as it has no glare . 
The weight of t he paper to be used depends upon size and num-
ber of pages ; for a small page size , a light -weight paper, 50 to 70 
pound, can be used . If, however , the handbook is to be 5 x 7 i nches, a 
60 to 80 pound coated paper is better . For a 16 page handbook Which is 
not very bulky a fairl y heavy paper may be used . A handbook of 64 or 
96 pages, however , would be ver y thi ck and awkward if printed on heavy 
stock, and would present binding difficulties . 
' ' Colored or tinted paper bri ghtens up a book and adds very 
little to the cost . It is helpful to have the printer submit a dummy 
showing the exact size and quality of paper to be used, as soon as t he 
number of pages has been determined, so that the f inal result may be 
clearly vi sualized . 
The survey showed a wide variety of covers from simple ones 
with a few words set in type to those with several colors and illus-
trations . Some had self covers , that is, the cover design was run on 
the same paper and at the same time as the text . Others used cover 
stock and even artificial leather . It is advisable to have the cover 
paper heavier than the body paper . Following is a list of suggested 
cover stocks : 
1. Coated should be used where photographs or wash draw-
ings are used as the cover design. Type and line il-
lustrations print clearly and sharply on enamel paper. 
It comes in white, tints and some deeper colors , and 
in a number of weights . 
2. Antique comes in white and a wide variety of colors 
and many weights . This paper is especially effective 
when type and line drawings are used . The wide vari-
ety of colors plus the selection of colored inks af-
fords almost endless possibilities for striking 
covers . 
3. Embossed papers have designs embossed into them , the 
most popular being leather grains . They produce ef-
fective covers with type and simple rule designs . 
Open line illustrations may be used . Embossed cover 
papers come in many colors and several weights . 
4. Cloth-lined paper is a durable material made of paper 
lined with cloth, but is limited in color, weight and 
appearance . Design should be kept to type or simple 
line illustrations . 
5. Artificial leather which comes in several l eading 
brands such as Keratol , Fabrecoid and Athol offers 
great possibilities for attractive covers . There 
are many weights from the light or thin qualities 
l~ich must be turned over boards to the very heavy 
double- faced quality which may be used raw edge . 
Printing is done •ri th special pyroxylin inks . For 
best results dies must be used with foil , for heat 
is applied to get the proper adhesion. Blind-
stamping or embossing produce beautiful and rich 
effects . 
6. Cloth bindings offer a wide selection . If your 
handbook is to case or hard bound , ask your binder 
or printer to show you sample books . They can also 
be obtained from the dealers . 
7. Lacquer or Varnish gives a high glossy finish and 
protects the surface of the cover, but care should 
be taken in selecting inks for them. Some' bleed , 
and in most cases the color is somewhat affected . 
There is a process of laminating cellophane over 
the printed cover which gives it a high gloss, mak-
ing a Vfell protected and attractive cover. (1) 
DEX::IDING YiliAT 'ID ILLUSTRATE 
A distinguishing feature of recent employee handbooks is a 
liberal use of illus trations of one kind or another to brighten the 
appearance of the handbook , and to give information in a striking vtay. 
In some cases cartoonists have combined realism and humor to get ideas 
across . More frequently selected photographs are reproduced . 
Most han:lbooks have a picture of the plant as the beginning. 
Sometimes the ori ginal building and the present one are contrasted . 
Photographs of the president , and occasionally other officers, are not 
uncommon . Sometimes there are no other photographs in the handbook . 
But when there are, there i s a wide variety of practice 'and there is 
certainl y a large field f rom which selections may be made . Sometimes 
a company' s product cannot be photographed or a photograph of it would 
be of no great significance . In other cases employee pride can be 
s timulated through illustrations of products . An aircraft company can 
show some of its models that have attained prominence . Machinery 
building companies of different kinds can show their finished products 
standing alone or in actual use . The evolution of a company' s product 
(1) How to Prepare and Publish an Employee Manual, Page 30, 
American Uanagement Association . 
can often be t ellingly i l lustrated. Or companie s can show the sur-
roundings in which their products are used or the result of their use. 
Another field in which illustrations are effective is that 
of employee activities . · Views of cafeterias, of bands or other employee 
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organizations , of col)lpany outings, of the products of hobby clubs, of 
sports events, all give an impression of soci ability and family spirit . 
If more extensive facilities for employee enjoyment are available, a 
shot of a swimming pool, a golf course, a corner of the library, or of 
a summer camp are impressive remi nders ·Of advantages that are available 
to employees of the company. A picture. of the plant hospital or first-
aid room irnicates preparedness to provide medical service if needed . 
Operations in manufacturing or the conduct of the business 
c-.n often be effectively ill ustrated . For example , an impression of 
meticulous care necessary in the preparation of ph~rmaceutical products 
i.s conveyed much more strikingly in the photograph in Sharp & Dohme 1 s 
handbook, "Among Oursel :ves 11 , showing a girl dressed in white and wear-
ing a sanitary mask with her hands inside a gl ass- encl osed case mold-
ing hypodermic ·~ablets than by any amount of printed description. A 
view of a section of a machine shop with -.isles clear, machi nes busy, 
operators at their jobs ·working in good light, conveys an impression 
of a good pl ace to work where everything is orderly. 
Safety points or instructions which co~d ordi narily sound 
forbidding can often be illustrated with cartoons . A cartoon of a neg-
ative or ridicul ous s i tuati on brings a laugh, and gets the point across 
in a pleasant way. Fol lowing i s a composi te check of material suitable 
for illustration made after studying over 120 handbooks . 
Plant 
A bird 1 s eye view of plant, key buildings , vri th an explana-
tory note . 
Entrance to the pl ant 
Reception room 
Genera l office 
President 1 s office 
sw:i tchboard 
Producti on contr ol 
Planning office 
Research laboratory 
Testing laboratory 
Assembly line 
Inspection 
Individual operati ons 
Showrooms 
Branch office (footnote of l ocat ion) 
Garage 
Fleet of deliver y trucks 
Retail stores (with addresses) 
Trade Mark 
Products 
Installations of large units 
Canteens 
Kitchen 
Steam tables or counter s 
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Plant (continued) 
Bank 
Personnel 
Credit Union office 
President 
Off icers 
General Manager 
Plant Manager 
Superintendant 
Group of foremen 
Group of workers 
Employee committee meeting 
Organization chart 
Safety and Health 
Hospital exterior 
Hospital interior views 
Physical examinations 
&;re eJGU!lina tion 
First Aid room 
Safety views 
Goggles and equipment 
Recreation and Education 
Bowling alleys or team 
Clubhouse or clubroom 
Golf course or players 
Ping pong players 
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Recreation and Education (conti nued) 
Tennis courts 
Basketball 
Base baD grounds or team 
Sununer camp 
li'ishing 
Hunti ng 
Dance 
Picnic 
Library 
Classroom 
Instructor maki ng demonstration 
Photos with Morals 
Group reading bul letin 
Cleaning up desk or machine before l eaving 
Good conduct wit h cus tomer s 
I 
Phoning if absent 
Salvage operations 
Suggestion box 
War bond sticker or other patriotic motif 
Historical Pictures 
Early products 
Improved designs 
Founder 
First plant 
Expansion uni ts 
Historical Pictures (continued) 
First Trade Mark 
In using photographs there is a. trend away from the static 
photographs of plants and products to photographs showing employees 
in action to illustrate the points made in the text . 
CHECKING THE PIDOFS 
When we have decided on what and how we are to present our 
story, and have passed t he muster of our employee committee and execu-
tive committee review of our script, the final draft goes to the print-
ers . In due time he returns it to us , usually at first in the form of a 
gall~ proof 'mere the material is printed on one long continuous pi ece 
of paper, our typewritten draft now set in type. We find that what has 
looked so well in the typed draft often does not l ook as well in the 
printed setup so that our checking of this proof will not only be for 
accuracy but also f or appearance . We may wish to change paragraph 
heading arrangement, or to change the spacing arrangement, or to make 
provisi ons for type changes , or the use of varied types to break up the 
pages or to accentuate points in our story . The proof must be checked 
closely against the master copy of the script . It takes two people to 
check the proof - ·one reading aloud the proof and the other following 
the master copy or vice versa . Preferably it should be checked by 
someone other than the one who was responsibl e for the original scr ipt . 
The Vlriter or coordinator of the original script is usually so famil iar 
;r.Lth the material that he will easily glide over the words and fail to 
note small errors . 
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Sketches 
In addition to the proofs that we receive from the printer 
we vrill also receive preliminary. dravrings of the material which iTe are 
to use for our illustrative material. We must decide whether or not 
the artis t carried out the idea in the illustration the way in which we 
visualized it . Particularly if we were gping to use sketches along the 
margin edge of the page in order to illustrate the points of the text -
vmat might have sounded like a fine idea may not carry the point when 
drawn or the artist may not have made the figures so that they carry 
the point . It is in these many details of the proofs and prel liainary 
sketches that a great deal of t.he unseen vmrk of a handbook is accom-
plished , yet they are very important in setting its accuracy and its 
readability. 
Pictures 
Having decided what to use in the way of illustrations , 
either sketches or pictures or both, you must set about to procure the 
proper pictures . They may have to be taken specially for the handbook 
i n which case you can plan the shots . Oftentimes , however, either be-
cause of the t~1e element involved or the travel involved , it is neces-
sary to find among your present supply of picture material some that are 
suitable for the purpose of illustrating the handbook . This involves 
screening your pictures from the poi nt of vievr as to their reproductive 
qualities, and their a bility to be enlarged . 
Mock Up of the Handbook 
In the mock up of the handbook we have the corrected proof 
· of the script , now cut into page size, and along with the pictures and 
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sketches pasted up into a facsimile of what the finished handbook 
should look like . This is our first real chance to see what the \mole 
book will look like . We must be very critical at this point of the 
appearance and type faces , for this is the time to make changes. We 
must see if the subjects appear in the correct order , and check again 
to see if the order as we had outlined it is the best one now that we 
can see how it f ollows on the pages. Although we have already checked 
the galley proof for accuracy it is necessar-.r to go over this proof 
with the same degree of thoroughness, for the printer may have changed 
his type setup or the type may have been used for some other job, and 
then reset so that the same possibil ities of error exists in this as 
the last mockup. I f there are many changes to be made you will want 
to see another proof of at least the pages which have been changed . 
NUMBER OF COPIES 
The number of copies to be ordered vdll depend on the number 
of employees plus the scope of outside distribution planned. Also af-
fecting the number of copies printed is the cost - if the run is 1)00 
plus , and that is sufficient, it mi@i t be that an additional thousand 
could be run off at very low cost in which case you might decide to 
widen the distribution or to stock extra books at low cost . 
PUBLICITY AND METHOD OF DISTRIBUTION 
- -
Publicity 
Perhaps having written t he handbook and feeling that it pr e-
sents its story well the company should sit back and let the harxibook 
speak for itself . I f it i s a good job it probably will, but only if 
the employees read it and unfortunately they will not always read every-
tning we put out unless they are first convinced that it is important . 
The movie people have shown us , in an exaggerated way, the importance 
of saying something in advance about your publication or picture to 
stimulate interest . The employee must read it before he or the company 
can benefit £rom its message . Therefore, the handbook should be an-
nounced ahead of time, and .when it is finally published it should be 
keyed as an important event by and for management as well as the em-
ployee . 
Distribution 
The need for authoritative information about the company, its 
policies and regulations, is one felt by all employees, both old and 
new, especially in times of change . For this reason most of the com-
panies consulted distribute a new or newly revised handbook to all em-
ployees on the payroll. Some go further . Benrus Watch Company, for 
example, also distributed its new handbook , 11Getting Set With Benrus n, 
to all who had separated from the payroll in good standing during the 
year preceding its publicati on. It also sent copi es to all employees 
who had been laid off through no fault of their own, and who are con-
sidered by the company potential rehired employees . The Bell Tele-
phone Company of Canada, in addition to distributing its manual to em-
ployees, mailed it to all shareholders of the company other than em-
ployees . Ralston Purina Company finds its handbook very helpful in 
attracting prospective employees . As the personnel director of 
H. p . Hood & Sons points out , "the method of presentation of the 
manual to present employees has a lot to do with its ultimate value 
- in our personnel relations program" . The Personnel department of 
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H· P . Hood & Sons held meetings with the supervisory organization down 
to the branch level, and presented the new employee manual to them 
through the conference method. They, in turn, held similar meetings 
with their organizations on down the line so that all employees re-
ceived personnel clarification and explanation of any points or ques-
tions vmich had arisen in their minds . 
At the Nall".m Store copies of the anployee manual were distrib-
uted to every anployee at small group meetings . The Vice-President in 
charge of Personnel took one selling floor at a time and held meetings 
at vlhich the attendance was limited to 50 employees . Similar meetings 
were held for non-selling employees . At these meetings the objective 
in putting the store ' s policies in writing was explained and the poli-
cies themselves were discussed. Employees were asked to become very 
familiar with these policies so that they would know when there was a 
violation, and also in order that they would know their rights under 
these policies . Employees were charged with the duty of seeing the 
policies were lived up to . QUestions w~re invited . The executives 
attended the meetings and heard the discussions . 
All new employees are given copies of the employee handbook 
at the Frigidaire Division of General Motors Corporation • . The hand-
book , "Life at Frigidaire", is given to each employee a f ter he has been 
screen- interviewed and while he is waiting for his employment inter-
view. This gives him an opportunity to learn some of the division ' s 
practices and policies before he is employed , and also a chance to ·ask 
questions concerning these fundamentals during the employment inter-
vie-w"; 
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Some companies distribute manuals to new employees on the 
day they begin to work. Graflex , Inc . waits until the third day after 
employment and then mails the handbook . To attract their employee•s 
interest the. style is informal and the booklet is illustrated •Tith car-
ica ture throughout . 
FOLWWUP ON THE HAM)IDOK 
It is one thing to prepare an attractive , informative hand-
book; it is another to be certain that employees, particularly those 
newly employed , vrill read it through and absorb its contents . Probably 
the average employee is i nclined to examine his copy of the handbook, 
look at the pictures, read those sections that immediately intrigue his 
interest , and then laY- it aside intending to read it more thorou~~ly at 
some later time . '!'hat time may never come or not until he has made a 
mistake that could have been avoided had he f2miliarized himself with 
all the contents of the handbook. 
The most common device for trying to overcome this inertia 
is to insert loose or as a perforated final sheet a certificate to be 
signed by the employee indicating that he has read the booklet through . 
A unique device is employed by the Chicago Mail Order Company. A quiz 
sheet is enclosed with the handbook containing several statements vmich 
are to be marked as correct or incorrect by the employee . To answer 
such a quiz correctly the handbook must be read . By including ques-
tions that the company wishes particularly to stress, it can make fair-
ly certain that some points at least are understood. 
Pacific Veneer L~ their employee handbook made the last page 
detachable, and the employee must return it signed to the Personnel de-
partment vnthin one week after receipt of the handbook. 
While most companies have made no attempt to check employee 
reaction to their handbooks , unsolicited comments of employees and 
opinions of supervisors have led them to believe that employees have 
found the manuals helpful. Graflex , Inc . reports that it has had a 
very favorable reaction not only from the employee, but also from his 
wife or other members of t he family. Einployees of Continental Screw 
Company reacted very favorably to its handbook, "Introducing Your com-
pany" . Many of them said , 11it has given them a fairly clear insi ght 
into what is expected of them on their jobs , and also what they may ex-
pect from their employers" . At Carter Products , Inc ., too, the reac-
tion of employees has been favorable , and many of them have been sur-
prised at the wide r ange of activities in vmich the company is engaged . 
The company feels and believes that 11by enlarging the wor ker ' s horizon 
and presenting a fairly complete view of the company as a whole , in-
stead of a fractional point, the average employee relates himself to 
the entire activities of the company and t hus derives a greater sense 
of security". 
Checking the reactions of employees may bring out improve-
ments that can be made in a handbook in its next edition. Possibly 
one reason for this difference in experience may be differences in 
content of the manua ls themselves . Manuals which give specific and 
detailed information on company policies, rules and benefits are per-
haps more likely to become reference books than manuals which empha-
size more general information , and are more promoti onal in character . 
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Questionnaire 
As the handbook is really put out f or the eventual enjoyment 
of the employee, the only way we can be sure that the employee has 
read it and has enjoyed it is to ask him. Some questionnaires have 
been issued several weeks after the original issue of the handbook, 
and the one following was issued by Cabot Carbon Company in conjunc-
tion 'With their handbook, ttYou and Your Job with Cabot11 • 
Please answer all questions. 
Indicate answers by placing a check mark in the nou 
next to the word or phrase that most nearly represents 
your views, thus : Yes 0 No 0 
1. Did you receive your copy of the handbook, "You and 
Your Job •rith Cabotn? Yes 0 No 0 
2. Did you read it? 
From cover to cover 
In part 
Glance through it 
Look at pictures only 
None of it 
) . In general , how did you like it? 
Not at all 
Not much 
Fairly well 
Ver y much 
0 
0 
0 
0 
0 
0 
0 
0 
0 
4. Do you feel that it gave you a better understanding 
of the company, its organization, objectives , and 
its personnel policies? 
No better 
Some-what better 
Much better 
0 
0 
0 
5. Has anyone talked over with you any of the contents 
of the handbook? Yes 0 No 0 
If yes, who talked it over with you? 
Your supervisor 
Other employees 
Manbers of family 
Others 
0 
0 
0 
0 
6. Following is a list of subjects included in the 
handbook. Indicate by a check mark any on which 
you would like to have more information. 
Company information 0 
Company organization 0 
Territory in which the company operates 0 
Safety 0 
Group insurance plan 0 
Pension plan 0 
Credit union 0 
Suggestion plan 0 
Health 0 
Company products 0 
Employee committee 0 
Grievance procedure 0 
Carbon black merit rating 0 
Leave of absence 0 
Wages and working conditions 0 
Holidays and vacations 0 
Company history 0 
7. Is there any subject pertinent to the company, or 
employee relations with the company and not men-
tioned in the harrlbook, regarding vrhich you would 
like to have more information? Yes 0 No 0 
If there is, please state what it is. 
If more than one, list in order of importance 
to you . 
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